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DI VISION | GENERAL REQUI REMENTS

1. PROFESSI ONAL SERVI CES

1.1 PROCEDURES : The followi ng procedures govern the sel ection
of architects and engineers to provide professional services for
both individual projects and indefinite quantity contracts in the
fee range as noted.

a.

Total Fees in Excess of $100,000: Expressions of interest
in projects within this fee category will be solicited

t hr ough announcenents in the Maryl and Contract Wekly and
ot her appropriate publications. Respondent firms will
subsequently be asked to subnmit their qualifications to the
Ceneral Professional Services Sel ection Board (GPSSB)f or
eval uation by the Qualification Conmittee. Firnms whose
qualifications are rated at 85% or better of the maxi mum
score attainable will be considered qualified for the
project. The Qualification Commttee will present the
ranking of the firnms to the GPSSB for approval and
authorization for the Negotiation Commttee to initiate
negotiations with the nost qualified of the firnms deened
eligible for further consideration. The Negotiation
Conmittee will attenpt to negotiate a fair, conpetitive and
reasonable fee with the nost qualified firm I|f successful
the Negotiation Conmittee will present the final fee to the
GPSSB for approval and subsequent recomrendation to the
Board of Public Wirks. If unsuccessful, the Negotiation
Committee will term nate negotiations with the top rated
firmand initiate negotiations with the next nost qualified
firm

Total Fees up to $100,000: Expressions of interest in
projects within this fee range are solicited through
announcenents in the Maryl and Contract Wekly. Interested
firms will be asked to subnmit a letter of interest and/or a
brief statement of qualifications to The Departnment of
CGeneral Services (DGS)for consideration. DGS and the Using
Agency will forman Evaluation Cormmittee to evaluate the
qualifications and rank the firms according to their
qualifications score. Firns whose qualifications are rated
at 85%or better of the maxi mum score attainable will be
deened qualified to proceed to fee negotiations. The
Negotiation Committee will initiate negotiations with the
nmost qualified of the firnms deenmed eligible for further
consideration. The Comrmittee will attenpt to negotiate a
fair and reasonable fee with the nost qualified firm |If
successful, the Conmittee will present the final fee to the
DGS Procurenment and Review Board (DPRB) for approval. If
unsuccessful, the Conmittee will terminate negotiations with
the top rated firmand initiate negotiations with the next
nost qualified firm

1.2 MULTI PLE DESI GN PRQIECTS

a.
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Indefinite Quantity Contract: The Departnment of Genera
Services will periodically enter into an indefinite quantity
agreement with one or nore firns to facilitate design
services for construction projects, or consulting services
for studies, reviews, programs, etc. that cannot be

acconpli shed by DGS' s i n-house staff resources. Firns wll
be selected in order of their ranking for specific projects
as they becone defi ned.

Subsequent Contracts: Subsequent contracts will be awarded
to successive ranked firns as long as the Department is
satisfied:

1) with the services provided by the firm
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2) that the firmhas sufficient personnel resources to
undert ake additional work

3) that the fee for the services proposed is fair,
conpetitive, and reasonabl e; and

4) that another ranked firm does not have speci al
qualifications or experience that would significantly
af fect performance on a particular project.

It is understood that this evaluation will not commt DGS to
contract for any project with any firmon the list.

PHASES OF A/ E SERVI CES

a. The Architect/Engi neer (A/E) assignhed by contract to a given
project shall provide, conplete and adequate in every
detail, the professional services described in the Standard
Form of Agreenment with Architects/Engineers (Attachment #1)
and, where appropriate, in the conpleted DGS For m GPSSB- 20.
The six phases of A/E services are:
1) Prelimnary and Schematic
2) Design Devel opnent
3) Construction Documnents
4) Bi ddi ng and Negoti ati ng
5) Construction
6) Post Construction

b. For certain Capital Mintenance projects, all six phases
m ght not be required. |In these cases, the Project Minager

wi |l define the scope of services to be provided at the tine
the fee is negoti at ed.

DGS PRQJECT NUMBER

2.1

ASSI GNVENT: At the Project Initiation Conference, the AE will be
gi ven the DGS project nunmber. This nunber must be used on al
correspondence, draw ngs, specifications, estimtes, shop

drawi ngs, invoices, and all other matters relative to the project.

THE PROGRAM AND DESI GN CRI TERI A

3.1

PROGRAM  The program as delivered to the AAE and the A/E
Techni cal Proposal are to be considered firmas to the scope of
the project. The AJE contract is with DGS. |If a using agency

wi shes to change sone el enent of an approved program the agency
head nmust request the change in witing to the Secretary of DGS
and the DGS Project Manager. DGS and the Departnent of Budget and
Managenent must approve any changes to the program The A/E is
cautioned to take particular note of this requirement.

DESI GN CRI TERI A: Al State inprovenents will be planned,

desi gned and constructed to be attractive and functional, with
an efficient utilization of space. They will be economical to
construct, operate and maintain. Every opportunity will be used
by each Agency and each A/E to omt unnecessary or "nice to have"
features

a. It is the objective of the State to achieve effective life
cycle costs by application of sound econonic and technica
anal yses by the AVE

b. Bui | di ngs shal |l be designed as sound structures of
conventional shapes which avoid extraneous features and
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excessive perimeter walls. Special attention will be given
to the economics of the interrelationship of architectural
structural, mechanical and electrical systens.

cC. Feat ures which could be consi dered extravagant include a
building with a low efficiency factor (see Building
Ef ficiency Factors, Division |, paragraph 12.4 b.);
ext ensi ve roads and si dewal ks, and parking to neet extreme
requirenents; el evated wal kways; superfluous lighting to
enhance aesthetic effects; grandi ose | andscapi ng schenes
whi ch include el aborate and expensi ve benches, lighting
fixtures, walks, etc., when sinpler plans and econom ca
fixtures and features could be adequate; specifying mature
trees when standard size nursery stock would suffice

d. Li ghti ng systenms shall be designed for high energy
efficiency while still maintaining | ES recomrended |ighting
levels. The AE will investigate the availability of energy
i ncentivel/ rebate prograns that nay be offered by the | oca
utility conpany and will incorporate appropriate features
into the lighting design so as to accrue the maxi mum benefit
of such prograns for the State

The A/E should be aware of the National Energy Policy Act
whi ch prohibits the manufacture of certain |ight sources

4. AVAI LABLE FUNDS

4.1

DESI GN BUDGET: The project design budget will be established
during fee negotiations; and the A/E nmust not exceed (1) the
stated funds for the work when the assignnent is confined to the
schemati ¢ desi gn and/ or desi gn devel opnment phases or (2) the tota
cost of the project (including fees, construction costs,
contingencies, inflation, inspection, testing and other

i ncidental costs) when all phases and construction are incl uded

When only the schematic design and/ or design devel opment phases
are included, it is assuned by DGS that the A/E agrees that each
phase of the project can and will be conpleted in a satisfactory
manner within the funds stated as available for that phase.

4.2 A E PROPCSAL: The A/IE's proposal will include a fee for
all phases of work defined in the request for proposal, but the
initial contract may include only those phases for which funds
have been appropriated. DGS nay add the additional phases to the
A E contract when the funds are appropriated.

4.3 EXCEEDI NG BUDGET: When the A/E deternines that the program
cannot be achieved within the design budget, the AEw Il notify
DGS imredi ately with alternatives.

5. COCRDI NATI ON AND CORRESPONDENCE
5.1 COORDI NATOR: The DGS Ofice of Facilities Planning, Engineering

and Construction (OFP), Project Managenent and Design Division (PMD)
proj ect nanager assigned to the project will act as coordi nator between
t he using agency, OFP Project Mnagenent and Design Division, and the

AN E

5.2

NOTI FI CATION:  The OFP Project Manager will notify the using
agency of the date, time, and | ocation of all project conferences.
To the extent possible a representative of the using agency

will be present at all conferences.

COPI ES: Throughout the project devel opnent, copies of all
correspondence, estinmates and other matters should be directed
to the OFP Project Manager. Such information will be coordi nated
as necessary by OFP with the using agency and ot hers concer ned.
The A/E is responsible for distributing drawi ngs and
specifications for reviewto OFP as well as to the Using Agency,
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5.4
visit

and other |l ocal and regul atory agencies. (See DGS Revi ew Draw ng
Di stribution, Attachment #2).

SITE VISIT: The OFP Project Manager will arrange for the AAE to
the site acconpani ed by a representative of the using agency as

soon as practical.

5.5

AIE TEAM The professional A/E teamfor the project will be the

sanme design teamas stated in the teamdata subnitted to the GPSSB or
DGS unl ess a change is requested and approved in witing by DGS in
advance of any substitutions.

M NUTES OF CONFERENCES

6.1

PREPARATI ON:  The A/E will prepare concise mnutes of any

and all conferences held relative to the project. These ninutes
will state all decisions reached and who made them The ori gi nal
wi Il be addressed to the OFP Project Manager, with copies as
required for the using agency and any other persons concer ned.
(See Division Il, paragraph 6.4) Mnutes will be distributed
within five working days after the conference.

NOTI FI CATION:.  The A/YE will notify the OFP Project Manager of all
desired or anticipated conferences with the using agency personnel
sufficiently in advance of the neeting to permt the attendance
of all appropriate personnel. As a general rule, such conferences
will be held at OFP offices. The OFP Project Manager will arrange
for an appropriate neeting room

APPROVAL OF CONSULTANTS EMPLOYED BY ARCHI TECT/ ENG NEER

7.1

PRESS
8.1

APPROVAL: The nanes of all consultants including testing

| aboratories or test boring contractors engaged by the AVE w ||

be submitted to DGS for approval before any services are perforned
by such individuals. Approvals will be in witing from DGS.

CONSULTANT REQUI REMENTS: The A/E with whom DGS has a direct
contract will negotiate his agreenments with his/her consultants
so that the said consultants are bound by the requirenents of
the A/E agreement with DGS and this manual .

RELEASES

POLICY: No A/E executing a project for the State will issue

any press release or respond to any inquiries by any publication,
i ncl udi ng newspapers, wi thout first clearing the text with the
Assi stant Secretary, OFP. Any inquiries fromthe nedia will be
referred to the DGS Public Information Oficer.

CONSTRUCTI ON COST ESTI MATES

9.1 SUBM TTALS: Cost Estimate Wrksheets (CEW nust be furnished in

triplicate to OFP by the A/E (see Attachment #3)at each of the

fol |l owi ng phases of work:

a. First Estimate: When Schematic Design is sufficiently
devel oped.

b. Second Estinmate: Wen the Design Devel opnent phase is
conpl ete; submission will include Life Cycle Cost Accounting
and Energy Conservation. (See Division |, paragraph 10)

cC. Third Estimate: Wen Contract Docunents are approxi mately
50% conpl ete and subnmitted for review, the A/E shall submt,
in addition to the CEW a breakdown of costs in CSI format.
A summary of the 16 Divisions shall also be included.

d. Final Estinmates: Wen Contract Docunents are 95% conpl ete
and subnitted for review and when Contract Docunents are
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100% conpl ete and submitted for final review, a current CEW
shall be submitted along with a detail ed cost breakdown in
CSl 16 Division format.

e. All estinmates subsequent to the Schenatic estinate shal
clearly indicate where itens have been revised or added.

9.2 ADDENDA: The Cost Estinmate Wrksheet will be revised and
resubm tted when addenda reflecting an increase or decrease in
cost are issued.

9.3 ESTI MATE REVI SIONS: DGS nay require revision or restudy
of any of the above estinmates as may be necessary to keep the
project within the budget or to require nore realistic figures,
at no additional charge to the State. It is essential accurate
estimtes be provided. On large conplicated projects DGS may
require a professional estimate as part of basic services.

10. LI FE CYCLE COST ACCOUNTI NG AND ENERGY CONSERVATI ON

10.1 During the schematic phase, the A/E shall submt for approval at
| east four alternative HVAC systens to be studied in a life cycle
cost analysis. The conpleted analysis shall be included in the
desi gn devel opnment subm ssion in accordance with DGS Procedures
for the Inplenentation of Life Cycle Cost Analysis and Energy
Conservati on.

10.2 As part of the analysis, the AJE shall study at |east four nethods
for energy and/or energy cost savings in accordance with DGS
Procedures for the Inplementation of Life Cycle Cost Analysis and
Energy Conservation. One of the four nethods should include a
geot hermal heat punp system

For energy conservation the building exterior envel ope shal
comply with the envel ope requirements of ASHRAE 90A and 90B, or
CABO Model Energy Code Chapter 8, as per the BOCA National Energy
Conservation Code, |atest edition.

The goal for mninmumrequirenments shall be:

New Bui | di ngs:
Walls (gross area) - R12
Roof s (gross area, |ow slope roof) - R20
Roofs (gross area, steep slope roof) - R30
W ndows - doubl e gl azed insul ati ng gl ass, thernal-break
| ow e - coating, maxi mum w ndow (gl ass only) U value of 0.49
and maxi mum shadi ng coefficient of 0.55.

Renovat ed Bui | di ngs:
Walls (gross area) - R8
Roofs (gross area, |ow slope roof) - R16
Roofs (gross area, steep slope roof) - R30
W ndows - Repl acenent wi ndows shall neet the above goa
requirements of new buildings. |If the existing windows to
remain are only single-pane they shall be equi pped with
storm wi ndows.

If the above requirements are found to be non-attainable or that
they would not result in energy conservation, such findings shal
be submitted to DGS for review and direction
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11.

CODES AND REGULATI ONS

The Annot ated Code of Maryland and the Code of Maryl and

Regul ati ons( COMAR) establish legal requirenments that State facilities
must conply with. As applicable to specific facilities, various
conbi nati ons of these requirenents formthe basis of professional
services that nust be provided by AAE firns under contract to devel op
construction docunents for capital inprovement projects.

11.

11.

11.

11.

11.

11.

11.

11.

11.

1

9

BUI LDI NG CODE: The buil di ng Code of the State of Maryland is the
| atest edition of the BOCA Basic Building, Plunbing, Mechanical,
and Energy Conservation Codes, National Electrical Code and
current ASHRAE standards, with all appendices, references and
addi tions incorporated. Building plunbing systens al so nust
comply with the requirenents of COMAR Title 09, Departnent of

Li censing and Regul ation, Subtitle 20, Board of Commi ssioners of
Practical Plunmbing (the State Pl unmbing Code). Building heating
systens utilizing boiler supplied hot water must conply with the
requirements of COMAR Title 09, Subtitle 12 Division of Labor and
I ndustry, Chapter 01 Board of Boiler Rules (the State Boiler
Code). Conpliance with all regul ations and requirenents of |ocal
and service district utility conpanies (electric, water, sewerage)
where work is to be located is required.

FIRE CODE: The State Fire Prevention Code (COVAR 12.03.01) which
references the NFPA National Fire Codes, |atest edition, including
St andards, Recommended Practices Manuals, etc.

HANDI CAPPED ACCESSI BI LI TY: Regul ati ons Governi ng Construction of
Facilities for the Handi capped by the State of Mryl and (COVAR
05.02.02), the Fair Housi ng Anendnents Act (1988) and the
Americans with Disabilities Act (1990) or other Federal

regul ati ons, where applicable, will supersede COVAR requirenents.

Al public corridors shall be a mininumof 5 -0" wide. Al doors
to major areas shall be 3 - 0" wide minimum (toilet stalls and
nmechani cal roons excepted).

SEDI MENT AND ERCSI ON CONTROL AND STORM WATER MANAGEMENT:

Regul ations of the Maryl and Departnment of the Environnent (MNDE),
Wat er Managenent Adm nistration, 2500 Broeni ng H ghway, Baltinore,
Maryl and, 21224 (MD DCE Article Sections 4-101 through 4-109
Annot at ed Code of MD and COVAR 26.09.01.01 and 26.09.01.11):

a. Chesapeake Bay Critical Area Criteria (COVAR 14. 15.02)
b. Nonti dal Wetl ands (COVAR 08. 05. 04)
C. Wet | ands ( COVAR 08. 05. 07)

d. Ref orestati on Requirenments (Natural Resources Article;
Sections 5-101 (B) & 5-103; Annotated Code of MD.

FLOOD PLAI N MANAGEMENT: Regul ations & Permits, Dept. of Natural
Resources (COVAR 08. 05. 03)

WATER RESOURCES: O her water resources, rules and regul ati ons of
procedure as issued by the Dept. of the Environnent (COVAR 08.05)

WATER APPROPRI ATI O\ When the project requires the wthdrawal of
ei ther ground water or surface water, the A/E shall be responsible
for conplying with all permtting requirements and shall conply

wi th COVAR 08. 05.02, "Water Appropriation or Use".

SW MM NG POOLS: Were the project requires a design or a repeat
design for a swinming pool, all requirenments of COVAR 10.17.04
shal | be foll owed.

HOSPI TALS: Maryl and State Dept. of Health & Mental Hygiene
regul ations for hospitals, care and treatment facilities as
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11.

11.

11.

11.

11.

11.

11.

11.

11.

11.

10

11

12

13

14

15

16

17

18

19

appropriate (COVMAR 10.07). These regulations will be obtained
fromthe State Department of Health & Mental Hygi ene and furnished
to the AAE by OFP.

FOOD PREPARATI ON: Maryl and State Departnent of Health Regul ations
for Eating and Drinking Establishments (COVAR 10.15) This applies
whenever food preparation or serving areas are included in the
project. These regulations are interpreted by the Maryl and
Departnment of Health & Mental Hygiene, Ofice of Food Protection
and Consurer Heal th Services.

ELEVATORS: Regul ations Governing El evators, Dunbwaiters,

Escal ators and Movi ng Wal ks ANSI Al7.1 or the latest edition, and
ot her requirenents of the State Departnent of Licensing and

Regul ation, Division of Labor and Industry (COVAR 09.12.81)

H GHVWAYS: Regul ations of the Maryl and Departnent of
Transportation, State H ghway Administration, for any
construction affecting a State H ghway route or right-of-way; or
local jurisdictions where projects are accessed by their roadways.

LEAD EXPOSURE: Maryl and Cccupational Safety and Heal th Standards
for occupational exposure to lead in construction work. These
regul ations apply to occupational exposure to |lead for every
enpl oyee in construction work. (COVAR 09.12. 32)

HAZARDOUS WASTE: Maryl and State Departnent of the Environnment for
di sposal of controlled hazardous substances. These regul ations
establish standards for generators of hazardous waste. (COVAR
26. 13. 01)

WATER AND WASTEWATER TREATMENT PLANTS: WMaryl and Departnent of the
Envi ronment Regul ations for Construction of all Water and
Wastewater Treatment Plants and for all connections exceeding four
hundred feet. (COVAR 26)

WATER DI STRI BUTI ON, WASTE COLLECTI ON, O\ SI TE WATER SUPPLY, AND
ON- SI TE WASTEWATER DI SPOSAL: Heal t h Department of Loca
Juri sdiction

FOREST CONSERVATI ON: Maryl and Departnent of Natural Resources
regul ations for devel opnment of Forest Stand Delineation and Forest
Conservation Plan in accordance with Forest Conservation Act
(COVAR 08. 19. 04).

H STORI C LANDS AND STRUCTURES: I n accordance with Article 83B

par agraphs 5-617 and 5-618 of the Annotated Code of Maryland, the
Maryl and Hi storical Trust nust review capital projects affecting
historic properties early in the planning stages of a project.
Based on their initial assessment, a Phase | Archaeol ogi cal Survey
m ght be required, which could lead to a Phase Il Archaeol ogi ca

I nvestigation. For projects located in Baltinore City involving
hi storic structures, the Design Architectural Panel (DAP) shal

al so be invited to review project docunents.

SPRI NKLER SYSTEMS: Installation of sprinkler systens in new
construction projects shall be in accordance with Article 38A
Section 12B of the Annotated Code of Maryl and

12. MEASUREMENT OF BUI LDI NG AREAS, VCOLUME & EFFI Cl ENCY FACTORS

12.1 GROSS AREA

The gross area of buildings will be neasured as foll ows:
a. Measurement: Measure fromout to out of walls.
b. Full Areas - include the gross area of each |evel

(1) Al interior floors (including stairs, shafts, etc.)
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(2) Mezzanine or interior bal cony

(3) Basenent, sub-basenent, pipe space, boiler room etc.
(6 feet or nore high)

(4) Encl osed space beneath upper floors (stilt design)
(5) Mechanical space (6 feet or nore high)

(6) Penthouse (stair, elevator, equipnment, etc. 6 feet or
nmor e hi gh)

(7) Elevator machi ne room fl oor
(8) Fly gallery gridiron

(9) Pipe tunnels (6 feet or nore high) under building and
within 10 feet

Hal f Areas - Include one-half (0.5) of the gross area of:
(1) Paved porch/terrace with roof

(2) Exterior covered bal cony

(3) Entrance canopy over paving

(4) Areaways (six feet or nore)

(5) Unencl osed space beneath building (stilt design)

(6) Loading dock with canopy

Excl usi ons: G oss Area

(1) Unusabl e/unfinished attic space under pitched roof
(2) Roof and roof parapets

(3) Interior court or yard

(4) Covered wal ks (site work)

(5) Sun shades

(6) Porch/terrace w thout roof

(7) Roof overhangs (no paved wal kway beneat h)

(8) Upper space of gym pool, auditorium |ecture hall
| arge entrance exceeding one story, etc.

(9) Pipe tunnels beyond 10 feet of building (site work)

12.2 NET AREA

The net area of buildings is defined and neasured as foll ows:

a.

Procedure Manua
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Net Assignable Area - This is the sumof all floor areas of
a building allotted to an occupant, including types of
space functionally usable by an occupant. Measurenent is
bet ween inner faces of walls and partitions or inmaginary
dividing lines of open areas.

Exanpl es: offices, classroons, nmail roons, conference
roons, libraries, file roons, storage pertaining to an
occupant or program (not custodial or general storage),
sem nar roons, |aboratories (including balance, supply and
preparation roonms, etc.), lecture roons, or auditoriuns
(including storage, dressing and preparation rooms, stage,
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etc.), toilet and | ocker rooms (including shower roomnms) only
when they are private and directly supporting a room
function (e.g., for a patient's room examni nation room
gymasi um Kkitchen, actor's dressing areas, student
bedroons or houseparent's apartnment, etc.), |ounges
(academ c, dornitory, faculty, patient, etc.), kitchen
(including food storage areas, dining roons, etc.),
athletic courts, swimmng pool, dance and westling roons,

rifle range, library reading and stack areas (including
processi ng, study, audio, mcro-filmand typing roons, but
excl udi ng "phantonf corridors), etc. "Phantonm corridors

nmeani ng circul ati on space not specifically defined by fixed
or novable walls.)

Non- assi gnabl e (supporting) Area - This is the total of al
areas remining after net assignable areas have been
deducted fromthe gross area. Non-assignable areas include
the foll ow ng:

(1) Custodial - for building protection, care,
mai nt enance and operation, e.g., custodial storage,
janitor closet, naintenance storeroom |ocker room
toil et and shower room shop, etc.

(2) Circulation - required for physical access to
sonme subdivi si on of space, whether or not
encl osed by partitions, e.g., corridors (access,
public, service,including "phantom' corridors for
| arge unpartitioned areas), elevator shaft,
escalator, fire tower and stairs, stair hall
| oadi ng platform (except when required for a
program function), |obby, public vestibule or
entryway, tunnel, bridge, stair or elevator
pent house, el evator machine room covered paved
open areas, etc.

(3) Mechani cal - to house nechanical equi pnent, wutility
services and non-private toilet facilities, e.g.,
duct and service shafts, neter and conmuni cation
cl osets, boiler room rnechanical and el ectrica
equi pnent roons, tel ephone equi pnent roons, fue
room toilet rooms for public or general use, etc.

(4) Construction - the areas actually occupied by the
structural and other physical features of the
building, e.g., exterior walls, fire walls,
partitions, etc.

12.3 GROSS VOLUME

The gross volunme of buildings will be obtained as follows:

a.

Procedure Manua
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Full Volures: (for fully enclosed areas) For each portion
of the building, nultiply the gross area (see paragraph 12.1
b.) by the average height of that portion fromthe underside
of its base floor slab (or underside of craw space floor
slab or top of ground if no slab exists) to the top of the
finished roof. The height of encl osed space beneath

pl azas, etc. will be fromthe underside of the base floor
slab to the finished surface of the plaza.

Hal f Vol unmes: (for partially enclosed areas) - For each half
area of the building as follows (see paragraph 12.1 c.),

mul tiply one-half (1/2) of the gross area by the average

hei ght .

(D Covered porch/terrace & buil ding dock - from ground
level to the top of the finished roof

(2) Exterior covered bal cony - fromthe underside of the

for Professional Services Page I-10



(3)

(4)

(5)

fl oor construction systemto the top of the finished
r oof

Entrance canopy over paving - fromthe underside of
the slab to the top of the finished roof

Areaways - fromthe underside of base slab to top of
enclosure walls or grating

Unencl osed space beneath building (stilt design) -
Fromthe top of slab to underside of ceiling, if
there is an enclosed floor or craw space beneath the
open area. Fromunderside of the slab to the underside
of the ceiling, if there is no enclosed floor or craw
space beneath the open area.

12.4 TABULATION:. Tabul ati on of Areas, Volunme and Efficiency wll
be prepared and furnished by the A/E as foll ows:

a.

Itenmize: Item zed tabulations for the follow ng:

(1) Gross Area - Floor by floor plus appurtenant areas

(2) Net Assignable Areas - Room by room office space
st andards used in devel opi ng buil ding prograns are
provided in Table 1 at the end of this Division

(3) G oss Volunme - Includes half volunes of partially
encl osed areas as wall as full volunmes of totally
encl osed areas

(4) Efficiency Factors - Divide gross area by net
assignable area, e.g., 49,209 SF gross area divided by
33,705 SF net assignable area = 1. 46.

(5) Percent Efficient - Divide net assignable area by

gross area and nultiply by 100, e.g., 33,705 SF net
assi gnabl e area divided by 49,209 SF gross area,
multiplied by 100 = 68.5% efficient.

Bui l ding Efficiency Factors (Guidelines): Table 2 at the
end of this Division identifies the range of efficiency
factors for several types of buildings conmon to State
facilities. They are to be adhered to closely. Refer to
Attachnent #4, Summary - Areas, Volune & Efficiency,for the
nmet hod and paraneters by which the efficiency factor of a
building will be determ ned.

c. Subm ssion of Areas, Volune and Efficiency

(D Requi renments: Subnissions are required for all new
bui | di ngs and additions; they may al so be required for
alterations and renovations

(2) Forms: Use DGS Form Sunmary Areas, Volume &

Ef ficiency, Attachnment #4.

(3) Content: Subnissions at each phase will show not only
the tabul ations for that phase, but will also show the
tabul ati ons of programand all prior phases (based on
the approved plans of the prior phases) on the sane
form

(4) Copies: Submit intriplicate to OFP

d. Subni ssion Schedule: The A/E will subnit current detail ed
tabul ati ons of areas, volume and efficiencies at the tine
of submi ssion of plans for review as foll ows:
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(D Schemati ¢ Phase - On each architectural floor plan
the actual net assignable and the programed net
assignable area will be noted for each programed
space.

(2) Desi gn Devel opnent Phase

(3) Construction Docunent Phase - M d-point Review (50%
and Fi nal Review (95%

(4) Oher: Interimsubm ssions as requested

13. SUB- SURFACE EXPLORATI ON AND EVALUATI ON

13.1 REQU REMENTS: The A/E will plan and performthe subsurface
expl oration and eval uati on and anal yze the information
relative to the site and subsurface conditions relevant to
the project requirenments. The data and analysis results
shall be adequate, correct and conplete for the intended
pur poses of planning, design, quantity and cost estimating,
and determ ning the construction feasibility of the project.

13.2 SUBSURFACE DATA: The A/E will make available the data relating
to the site and subsurface infornmation and evaluation to the
State, the bidders, the contractor and the construction inspector
prior to starting their functions of review bidding, construction
and i nspection respectively.

13.3 CEOTECHNI CAL ENA NEER: The work of subsurface exploration
and evaluation will be performed under the gui dance,
direction, and control of the geotechnical engineer. Al
subnmittals to OFP relating to and including the results of the
subsurface exploration, evaluation and reconendations wll bear
the seal of the geotechnical engineer

13.4 EXPLORATORY PROGRAM During the latter part of the Schematic
phase or the early part of the Design Devel opnent phase, the A/E
will submit to the OFP, for review and approval, three (3) copies
of the proposed Exploratory Program The Exploratory Program
will include, but not be limted to the foll ow ng:

a. Scope: Understandi ng of the project and design
consi derati ons.

b. Boring Plan: A Layout of test borings/pits with reference
to existing physical features and proposed | ocations of
structures. Site plan of the project showing |ocations of
structures, grading, stormwater nmanagenent areas, and
utilities may preferably be used to show the test |ocations.

c. Description: Nunber, type, and estinated depths of test
borings/pits or other investigative systens.

1. Soi | borings must be taken after the building
footprint is established.

2. Soi | borings nust be supervised, on site, by the
Geot echni cal engineer to ensure the proper |ocations
and proper depths.

3. Soi | borings nust be specified to be taken to refusa
depth. If the Geotechnical engineer, at sone
internmediate depth, is confortable with what is being
observed in terns of bearing pressure potential, then
t he borings need not be extended further

4, Soi | boring rmust be taken at areas that the civi
engi neer determines are areas for possible use as fil
mat erial during the construction.
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5. Soi | borings nust be taken at parking | ot |ocations.

6. Soi | borings nust be taken where anticipated utility
lines will be installed
7. Soil borings in an urban site nust be taken on a grid

that will cover the entire lot. Were necessary, test
pits shall be excavated searching for old foundations
and abandoned t anks.

d. Estimated Quantities: Estimated vertical |ineal feet of
earth borings and rock coring and types and esti mated
quantities of laboratory and field tests.

e. Estimated cost of the subsurface exploration including the
billing unit prices.

After approval of the Exploratory Programby the OFP, the AVE will
conduct the subsurface investigation and evaluation. Prior to
starting field operations, the AE will verify the underground
utilities with Mss Uility and the using agency.

13.5 CEOTECHNI CAL REPORT: Upon conpl etion of subsurface exploration
and evaluation, the AE will subnmt to OFP three (3) copies
of the Geotechnical Report and any additional results, reports,
suppl enents, revisions, nodifications or clarifications devel oped
subsequent to the original report. As a mninmm the report
wi || address each of the follow ng:

a. Geol ogy: CGeol ogy and general nature of soil/rock/drai nage/
and groundwater conditions in the project area.

b. H story: A history of the project site and rel evant
information relating to nearby foundations and structures,
under ground springs, etc.

c. Boring plan: Boring plan, to scale, indicating boring and
test pit locations referenced to existing physical features
and proposed | ocations of structures and other facilities.

d. Logs: Boring and test pit logs, with soil/rock description
classification, and depth and character of fill, ground
wat er observations, and any other observati ons made during
the exploration, including the ground surface el evations at
borings and test pit |ocations.

e. Characteristics: Information relating to soil/rock
character, consistency, conpressibility, shear strength,
safe bearing value, chenical content, corrosiveness, frost
penetration depth, perneability, and rel evant properties.

f. Quantity Estinmates: depths, locations, and quantity
estimates of topsoil, unsuitable soils, existing fill, rock
excavations, borrow, denolition debris or controlled
subst ances, etc.

g. Rock Line: Rock line elevations with cross-sectiona
profiles, evidence that rock strata is sound and not
underlain by mne cavities or lenses that would affect the
stability and support capability. Recommendations for
corrections in case of questionable stability.

h. Foundati on Anal yses: Foundation anal yses and
recommendati ons including the presentation of risk and cost
ef fecti veness consi derati ons.

i Foundation Information: All relevant foundation information
i ncl udi ng desi gn paranmeters, elevations of bottom of
footings or pile tips, related soil bearing or pile
capacity, factors of safety and settlenment analysis
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13.8

consi der ati ons.

j. Recommendat i ons: Reconmendati ons for design and support of

floor slab, retaining or basenent walls, water or
dampproofing and drai nage, underground utilities, pavenents
of driveways and parking lots, stability of slopes, ground
wat er seepage control, or other stabilization procedures.

k. Site Evaluation: relating to excavati on and earthwork
feasibility. If rock excavation is involved, indicate
definition, renoval and handling type of equipnent, blasting
requirements, etc. For earthwork, indicate shrinkage
factors, suitability of on/off-site materials, and borrow
requirements and source. |Include groundwater observations,
el evations and reconmendati ons for tenporary dewatering
during construction and for permanent dewatering facilities
after construction. Effects of seasonal variations will be
not ed.

Potential Problens: |Identify problens which may affect the
cost of construction and/or may cause del ays, i ncluding
presence of controlled or hazardous substances, and furnish
construction precautions and recomrendati ons. Identify

i nspection, testing and quality control requirenents during
t he construction.

m St or mmat er Managenent Recommendations: as to the type of
st ormvat er managenent facilities suitable for the site and
design paraneters to be used by site engineer for systens
si zi ng.

PAYMENT:  Upon conpl etion of work, the A/VE will submit

to the OFP an invoice for the conpleted rei nbursable work, i.e.
test boring, test pits and | aboratory testing, verified and
approved by the A/E for paynent. Paynent will be nmade by DGS to
the AVE for the approved and conpleted testing work. All costs
for boring stakeout, utility clearances, evaluation, engineering
and inspection or supervision of field and office studies will be
included in the AAE' s basic fee for design services.

14. SEDI MENT AND EROSI ON CONTRCOL, AND STORMATER MANAGEMENT

14.1

14. 2

14. 3

REQUI REMENTS: It is required that review and approval be

granted by the Maryl and Departnent of the Environnent (NMDE)

Sedi ment and Stormnater Administration (COMAR 26.09.01.01 thru
26.09.01. 11 and 26.09.02), for all projects in which existing
earth surfaces are disturbed in the execution of the project,

or in which on-site stornmnater managenment is required to current
limtations established by the MDE. Should a floodi ng hazard be
present which cannot be alleviated by natural features, retention
nmeasures may be required in the design of controls. The AVE w ||
be responsi ble for submtting plans, specifications and

comput ations with the Design Devel opnent and Construction Docunent
submittals directly to the MDE for review. One copy of the
submttal and transmittal letter with the MDE' s signature

acknow edging receipt will be submtted to DGS as part of the DD
and CD subm ssions to the OFP Project Manager

PROGRAM  The A/E will provide sedi ment and erosion control

and stormwat er nmanagenent prograns at all design phase

subm ssions. The final stormvater managenent, sedi ment and erosion
control plan(s) will address all aspects of the construction phase
such as stabilization of tenporary stockpiles of topsoil, waste
material, etc. in addition to the overall requirenents of the

Sedi nent and St ormwat er Admini stration

CONTRACT DOCUMENTS: Contract docunents for sediment and erosion
control and stormnat er managenment construction will be in
accordance with the Regul ati ons approved and adopted by the NMDE
No changes in these nmeasures as shown in the contract docunents
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14. 4

15. WATER
15.1

15. 2

may be approved by any person or agency other than the MDE. The
A E will be responsible for revising contract docunents for any
changes required by the MDE

REFERENCE MANUAL: The reference manual controlling specifications
will be: The Maryland Department of the Environment Erosion and
Sedi ment Control Guidelines for State and Federal Projects (I atest
edition) and Stornwater Managenent Guidelines for State and
Federal Projects(latest edition). Manuals can be obtai ned at:

Maryl and Departnment of the Environment Sedi ment and Storm Water
Adm ni stration, 2500 Broeni ng H ghway, Building 30A, 1st Fl oor
Bal ti nmore, Maryland 21224

CERTI FI CATION:  Contract draw ngs subnmitted to the MDE for
approval nust contain both Engi neer's and DGS/ Devel oper's
Certifications as shown bel ow

ENG NEER S CERTI FI CATI ON

I (W), , do hereby certify that
t he sedi ment control provisions shown on this plan are desi gned
in accordance with the guidelines, standards and specifications
for soil erosion and sedi ment control issued by the Maryl and
Departnment of the Environment, latest edition

Si ghat ure Title Dat e

Printed Nane

DGS/ DEVELOPER S CERTI FI CATI ON
I /We hereby certify that:

A Al'l devel opment and construction will be done in accordance
with this sedinent and erosion control plan, and further
aut horize the right of entry for periodic on-site
eval uation by the State of Maryl and, Departnent of the
Envi ronment enforcenent inspectors.

B. Any responsi bl e personnel involved in the construction
project will have a certificate of attendance at a
Department of the Environment approved training program for
the control of sedinent and erosion before beginning the
pr oj ect.

Si gnature Dat e

Printed Nane and Title Card No.

AND SANI TARY SYSTEMS

REQUI REMENTS: The A/E will conply with all requirenments

of COMAR Title 09, Departnment of Licensing & Regulation, Subtitle
20, Board of Commissioners of Practical Plunbing and COVAR Titl e
26, Department of the Environnent, Subtitle 04, Regul ation of

Wat er Supply, Sewage Disposal, and Solid Waste.

STATE PERM TS: When the project requires connections to
wat er or sewer in excess of 400 |inear feet and/or a new storage
or treatment facility other than septic systens that discharge to
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underground infiltration systens, the AE will obtain a Water &
Sewer age Construction Permt fromthe Applications and Permts
Section, Water Managenent Admi nistration, Departnent of the

Envi ronment .

15.3 LOCAL PERM TS: Wen the project requires a septic system
t hat di scharges underground, the A/E will be responsible for
conplying will all requirenments of the |local county health
departnment and will obtain their approval in witing, as well as
COMAR Title 09, Subtitle 20 and COVAR Title 26, Subtitle 04.

15.4 SWMM NG POOLS: Wiere the project requires a design or a
repeat design for a swiming pool, all requirenents of COVAR
Title 10, Subtitle 17, Chapter 04 will be foll owed.

15.5 WATER APPROPRI ATI ON: When the project requires the w thdrawa
of either ground water or surface water, the AAE will be
responsi ble for conplying with all permitting requirenents and
will conmply with COVAR 08. 05.02, "Water Appropriation or Use".

16. UTILITY PERM TS AND CONNECTI ONS

16.1 The A/E will be responsible for coordinating with any and al
|l ocal and State regul atory agencies and public utility conpanies
to identify those permts and approval s necessary to make utility
connections to avail able public, private or rmunicipal water,
sewer, gas and electric facilities to serve the site or to
construct the necessary on-site sanitary facilities to support the
building project inits entirety.

16.2 Owner Approval: The AJE will obtain fromthe owners of the
utilities, the necessary approvals for connection to sanme and an
estimte of the connection fee.

16.3 Trade Permits: Mechanics and/or trade pernmits will be obtained by
those trades as required of them

16.4 The A/E shall include in the Project Manual a Division 1
specification section defining the Contactor’s responsibility for
utility permts and connections and how paynment will be nade to
the utility owner. The specification section will also establish
bid all owances for the costs of the required utility connections.
The specification shall include the follow ng paragraphs:

SECTI ON 01035 - UTILITY PERM TS AND CONNECTI ONS

A. The project requires the following permts, utility connections, or related
services provided by the governnent agencies or utility conpani es noted:

The bidder shall include in its bid the follow ng all owances for these
permts, utility connections, and rel ated services:

1. All owance anount: , for (describe permt, utility connection
or other service)

2. All owance anount: , for (describe permt, utility connection
or other service)

Contractor shall obtain the necessary permts and shall subcontract with the
nanmed governnent agency or utility conpany for conpletion of the utility
connections or related services described in this paragraph 01035 A

B. If the actual fee charged by the government agency or utility conpany for
the permt, connection, or related service is nore or |ess than the anount of
t he all owance provided in paragraph 01035 A, the contract anmount shall be
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i ncreased or decreased by change order by the difference between the anount
actually charged by the governnent agency or utility conpany and the anmount of
the all owance provided in paragraph 01035 A The contractor shall be entitled
to no overhead or profit on any resulting increases in the contract anount.

C. Each governnment agency and utility conmpany described in paragraph 01035 A
may invoice DGS directly for paynent of the permt, connection, or service
fees charged by the governnent agency or utility conpany. The contractor
authorizes DGS to pay the fees directly to the appropriate governnment agency
or utility conpany upon receipt by DGS of a proper invoice. DGS shall notify
the contractor in witing of each paynent made directly by DGS to a government
agency or utility conmpany under this Section 01035.

D. Contractor shall reflect in contractor’s schedul e of val ues and
requi sitions the anounts of the allowances and the State’s paynents under this
Section 01035.

E. The permits, utility connections, and related services described in

par agraph 01035 A may not be the only permits, utility connections or related
services required for proper performance of the work (as defined in the
Ceneral Conditions) required by the contract. The contractor shall, at no
additional cost to the State, obtain and pay for all other pernits,
connections, and rel ated services required for proper perfornmance of the work.

F. After execution of the contract with contractor, DGS nay identify other
permits, utility connections, or related services not identified in paragraph
01035 A and not otherw se required by paragraph 01035 E which DGS desires
contractor to furnish for the project. In that event, DGS nay issue a
uni l ateral change order to the contractor requiring the contractor to furnish
those permts, utility connections, or related services upon the terns and
conditions of this Section 01035.

17. PROJECT PROGRESS REPORT - PLANS AND SPECI FI CATI ONS

17.1 REQUI REMENTS: Al A/Es executing projects for DGS will
file with OFP a Project Progress Report (see Attachnent #5) for
all phases of design. One copy will be forwarded to the OFP
Project Manager in sufficient tine so as to be received no |later
than the first day of the nonth imediately follow ng the end
of the report nonth, covering the work for the entire nonth.
A monthly report will be subnmitted until a construction contract
has been awarded; the A/E will subnmit mnutes of nmonthly deviation
reports with each nonthly invoice during Phase V services. This
report applies to all types and varieties of projects, including
studi es, nmaster plans, etc.

17.2 SCHEDULE: The Project Progress Report will be conpleted
progressively so that each subni ssion includes prior status dates
as well as current status. Estinmated dates of conpletion of all
desi gn phases under A/E contract will be furnished, as well
as other information indicated on the form

17.3 DELAYS: The schedule will clearly show (under "Remarks")
the reason(s) for delay(s), such as programclarification or
revision, awaiting survey information, awaiting tests or borings,
permts (MDE, Corps of Engineers, etc.), lack of funds, agency
del ays, review delays, etc. Include the dates that each del ay
started and ended.

17.4 COWPLETI ON PERCENTAGES: Overall percentages of conpletion
will take into account the status of both draw ngs and
speci fications of each of the individual disciplines involved
in the project. In general it is considered that draw ngs
constitute 2/ 3 of the work and specifications 1/3 of the work.

18. PROJECT DESCRI PTI ON

18.1 Project Description Sheets: (original and 2 copies) wll
be conpl eted and subnitted by the A/E for each project at: (1)
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Desi gn Devel opnent Phase, (2)Conpletion of the Construction
Docunent s Phase, prior to bidding, and (3) At such other tines as
requested (see Attachment #6). Follow directions for conpleting
the Project Description Sheet. (See Attachnent #6-A)

19. PRESENTATI ON TO THE STATE BOARD OF ARCHI TECTURAL REVI EW

19.1 REQUI REMENTS: The Architectural Review Board (ARB)is created
in accordance with Article 78A, Section 23, Annotated Code of
Maryl and. The A/E nmay be required to make presentations to the
ARB at the Schematic and Desi gn Devel opment Phases.

19.2 SCHEMATI C DESI GN PRESENTATI ON
a. First Presentation: The ARB shall consider the first

presentati on as the Schematic Design Phase regardl ess of the
state of devel opnent and shall nake its coments and
reconmmendat i ons accordingly.

b. Video: The A/E may prepare a video tape of the site and
surroundi ng structures. The video shall be keyed to a pl ot
plan. The video shall have a maximumplay time of 5
m nutes. Photographs nmay be prepared in lieu of a video for
smal l er, unconplicated sites.

C. Notification: The AAE will be notified of date and tine of
the ARB neeting and be present with an expl anation of the
program the schematic design of the building including
exterior elevations, the site, a sinple block nodel and cost
of the project. The AAE will be advised of the tinme lint
for the presentation to the ARB. The Using Agency will be
notified by OFP of the neeting and will be encouraged to be
present.

d. Considerations: The ARB will consider all factors affecting
the project, including program siting, adaptability to the
master plan (if one exists) and architectural design. The
ARB, in its coments and recommendations, will evaluate the
functional and esthetics aspects of the project design, and
consi der whether the project can be built econonically,
consi stent with sound construction and m ni num rmai nt enance.

e. Recommendat i ons: After considering the subm ssion, the ARB
shal | discuss with the AVE the tentative recomendati ons of
the ARB. The A/E will be given the opportunity to reply to
the ARB's comments. The ARB shall develop the fina
reconmendation in the presence of the AE

19.3 DESI GN DEVELOPMENT (DD) PRESENTATI ON: The Desi gn Devel opnent
(DD) drawings will be presented to the ARB Review in the same
manner as the Schenmatic Design

19.4 MNUTES: The ARB prepares witten mnutes which are sent to the
OFP. The OFP will advise and instruct the A/E how to proceed.

19.5 ADDI TI ONAL PRESENTATI ONS: Additional presentations of the
schemati c or design devel opnent phase may be required. \Wen
subsequent neetings are required, all previous subm ssions shall
be made available by the AE to the ARB. Al costs associ ated
with additional presentations shall be borne solely by the AVE
unl ess there are special circunstances acknow edged by the OFP

20. VALUE ENG NEERI NG

20.1 The OFP will utilize Value Engineering on all projects val ued at
$10 million and greater, and on sel ected projects under $10
mllion. Value Engineering Wrkshops will be conducted at the
Schemati c and Desi gn Devel opment Phases.

20.2 The A/E Design Teamw ||l conduct a presentation for the Val ue
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21.

22.

23.

24.

Engi neeri ng Team at the begi nning of each Val ue Engi neering
Wor kshop to expl ain the design concepts and docunentation that has
been devel oped during the respective phases.

20.3 The A/E Design Teamw Il also participate in the wap up neeting
after each Val ue Engi neering Wrkshop. At that neeting the Val ue
Engi neering Teamwi ||l present their findings and recomendati ons
for cost saving neasures to the OFP, the Using Agency and the A/E
Desi gn Team

20.4 The A/E Design Teamw Il review the Val ue Engineering reports
produced and furnish witten responses to the OFP Project Manager
on the specific recommendati ons.

APPROVAL OF CONTRACT DOCUMENTS

21.1 The approval of Contract Docunents (which includes plans,
specifications, Instructions to Bidders and General Conditions,
Construction Bid Form etc.) by the State in no way relieves
the A/E of his/her responsibility for (1) the accuracy and
conpl et eness of such docunents, (2) conpliance with required
St andards, Codes, Ordinances or other applicable regul ations, or
(3) conpliance with the standard of care governing the A/E s
per f or mance.

CERTI FI CATI ON OF CONTRACT DOCUMENTS

22.1 PROFESSI ONAL CERTI FI CATION - The followi ng certification shall be
pl aced on the cover sheet of the set of contract drawi ngs and the
seal and signature page of the Project Manual specifications book
"The contract documents for the indicated public inprovenent were
prepared under ny supervision and, to the best of ny know edge,

i nformati on and belief, they conply with the rel evant buil di ng
codes of the State of Maryland."

22.2 SEAL AND SI GNATURE - All Contract Documents (original draw ngs and
the seal and signature page of the specifications) shall bear the
seal and signature of the prinmary A/E and the seal and signature
of each consultant to the primary A/ E on draw ngs and
specifications within its area of responsibility.

CARE OF CONTRACT DOCUMENTS

23.1 RESPONSIBILITY: It is the responsibility of the AAE to care
for, protect and know the | ocation of the original Contract
Docunents until they are finally delivered to the OFP, fully
corrected as "as-built" docunents.

PAYMENTS FOR PROFESSI ONAL SERVI CES

24.1 SCHEMATI C/ DD CONTRACT: When only the Schematic and/ or Design
Devel opment phases are included in the AJE contract, payment is
made on the basis of the phases as set forth in the DGS Standard
Form of Agreenent with the AE

24.2 FULL/ PARTI AL CONTRACT: Wen the A/E has a full and/or partial
services contract, payment requests shall be nade in a standard
form (see Attachnment #7). When the A/E has extra work on a Not
to Exceed basis, paynment requests shall be nade on Form 8 (see
Attachnment #8).

24.3 PAYMENT REQUEST: Bills may be presented at the begi nning
of each nonth covering the costs of service during the previous
nonth. Furnish original and three copies.

24.4 REQUI RED | NFORVATION:  The A/E shall subnit one copy of the
current Project Progress Schedul e (Attachnment #5) with each
paynment request. This is in addition to the nonthly subm ssion
required in Division |, paragraph 16
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24.5

24.6

REQUI RED SERVI CES: All services required under DGS Form

GPSSB- 20 rmust be provided prior to DGS approval of each phase

as well as DGS approval of A/E invoices for paynent of applicable
f ees.

FI NAL PAYMENT: Final payment of the A/E s Phase V fee shal

only be payabl e upon submi ssion of "as-builts". Final paynent

of the AAE s Phase VI fee shall be payabl e upon subm ssion of

Post Construction report in accordance with Division Il, paragraph
8. 2.

25. EQUI PMENT AND MAI NTENANCE MANUALS

25.1 RESPONSIBILITY: It shall be the responsibility of the AE to
obtain fromthe Contractor and furnish in triplicate to the OFP,

bef ore occupancy or use of any public inprovenent, bound nmanual s

of the follow ng data:

a. Wring Diagrans: Detailed wiring diagrans of all signa
systens, tenperature control systens, and equi pnent
i nterl ocks systens.

b. Lubrication: Lubrication type, |ocation and schedul e for
each piece of equipnent.

C. Mai nt enance Schedul es: required mai ntenance data and
schedul es other than lubrication for each piece of
equi pnent .

d. Filters: types and required mai ntenance for each piece of
ai r handling equi prent.

e. Catal og Cuts: descriptive literature of each piece of
nmechani cal and el ectrical equi pnent, indicating nodel
nunber, size and capacity, performance curves, etc., as
woul d be applicable to adequately identify and describe the
equi pnent 1 nvol ved.

f. Spare Parts: reconmended spare parts inventory.

25.2 MANUALS: nanuals shall be arranged in five sections:
El evat or s;
Speci al Equi pnent ;
Pl unbi ng;
Heating, Ventilation and Air Conditioning;
El ectri cal
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TABLE 1
OFFI CE SPACE STANDARDS

OFFI CE TYPE RECOVIVENDED NASF
Cabi net Secretaries or Agency Executive Directors 300
Deputy Secretaries or Agency Deputy Directors 250
Judges; Conmi ssioners (full-tine);
Assi stant Secretaries; Division Chiefs,; Directors 200
Branch Heads; Assistant Division Chiefs;
Assistant Directors 175
Attorneys; Doctors; Field Ofice Supervisors 150
Prof essional s (Supervisory, Private Ofice) 126
(Supervi sory, Open Ofice) 120
Prof essi onal s (Non-supervisory, Private Ofice) 108
(Non- Supervi sory, Open Ofice 90
Secretaries; Drafting Stations (CAD) (Conventional Ofice) 90
(Open Ofice) 81
Word Processor and Clerical Stations (Conventional Ofice) 60
(Open Ofice) 56
Conf erence Roons (Per Person) 22
Recepti on/Wai ti ng Roonms (1-15 Persons, Per Person) 15
(Over 15 Persons, Per Person) 10
NOTES:

1. Space standards indicated above include norrmal furniture and equi pnent.
Addi tional space may be allowed for unusual furniture and equi pnent
requi renents if justified.

2. Encl osed offices should be a m ni mum of 100 NASF regardl ess of
classification of occupant.

3. The above standards do not apply to acadenic personnel in institutions of
hi gher education. Refer to higher education space guidelines.

4. Allow an additional 7 NASF per file cabinet in open office areas.
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TABLE 2

Bui I ding Efficiency Factors
Various Buil ding Types

G oss/ Net Efficiency Rate & Net/ G oss % Ef fici ency

Bui | di ng Type

O fice, non-University

Adm nistration/Ofice - University
Li brary

Cl assroom

Sci ence (Under graduat e)

Sci ence (Research)

Medi cal (Teachi ng)

Dormtory

Dining Hall, Kitchen
St udent Uni on

Perform ng Arts, Fine Arts
Theater, Concert Hall, Auditorium

Gymmasi um

Patient Health Facility
Ar nory

District Court, MSC
State Police Barrack
Detention Facility

Mai nt enance Shop
Garage (Vehicle Support)

Park Confort Sta.Shower Bl dg.

Visitors Center, Concession,

Procedure Manual for Professional
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Ef ficiency Factor Range
1.35 (75% - 1.50 (67%
1.67 (60%- 1.82 (55%
1.52 (66%- 1.67 (60%
1.65 (61% - 1.85 (549)
1.65 (61% - 1.85 (54%
1.72 (58%- 1.92 (52%
1.75 (57% - 1.95 (519
1.33 (75% - 1.54 (65%
1.40 (71%- 1.60 (62%
1.60 (62% - 1.75 (57%
1.75 (57% - 1.95 (51%
1.45 (69% - 1.60 (62%
1.40 (71%- 1.50 (679
1.50 (67% - 1.60 (62%
1.25 (80%- 1.35 (75%
1.60 (67%- 1.70 (59%
1.50 (67% - 1.60 (62%
1.60 (62% - 1.70 (59%
1.25 (80%- 1.35 (75%
1.15 (85% - 1.25 (80%
1.30 (77% - 1.40 (71%
1.40 (71% - 1.50 (67%
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DI VISION || PROCEDURES
1. PRE- DESI GN CONFERENCE

1.1 PURPOSE: As soon as practicable after the Architect/Engi neer
(A/E) has been assigned a project, the OFP Project Manager wil|
call a conference to initiate the first general review and
di scussion of the project. This meeting will include the AVE, a
representative of the Using Agency, the OFP Project Minager, and
t he OFP Desi gn Team Personnel .

1.2 TOPICS: At this neeting, the following will be furnished
and/or reviewed with the A/E:

a. Procedure Manual for Professional Services.

b. DGS Proj ect Nunber.

C. Program the approved project Program

d. Lead- Based Paint: the statenents in the approved program
addressing the presence or absence of | ead-based paint.

e. Funds: total funds available for the project.

f. Schedul es/ Estimates: the form and frequency of subm ssion of

Project Progress Schedul es, DGS Cost Estinmate Wrksheets,
Tabul ati ons of areas-vol une-efficiency, Project Description
Sheets, etc., for all types and phases of projects.

g. Usi ng Agency Personnel: the nanmes and phone nunbers of using
agency personnel with whomthe A/E nay coordinate details.

h. DGS/ OFP Personnel : the nanes of DGS/ OFP staff personnel with
whomthe A/E will coordinate all work.

i Avail able Information: all site, utility, topographic and
masterpl an information as nay be available (if additional
information is required, it nust be requested in witing by

the AVE).

j- Site Visit: date and authorization for site visit.

K. Permts: licensing and pernits (Federal, State, Local,
etc.).

Phase Schedul e: a schedule with all phases of the AIE
contract including but not Iimted to the follow ng start
and conpl eti on dates:

. Schemati ¢ Desi gn

. DGS/ UA Schemati ¢ Desi gn Revi ew

. Desi gn Devel opnent

. DGS/ UA Desi gn Devel opnent Revi ew

. Construction Docunents

. DGS/ UA Revi ew50% CD, 95% CD, & 100% CD
. Biddi ng & Negotiation

. Construction Administration

m Revi ew Drawi ng Distribution: for each review submttal, the
AE wll be responsible to distribute the nunmber of review
sets to the respective agencies as identified on Attachnent
#2.
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1.3

1.4

2. PHASE |
2.1

2.2

2.3

2.4

n. Additional Information: determ ne any additional information
which the A/E nmay need to conplete the Schematic Phase.

0. Speci al Policies: any special DGS policies applicable to the
project, e.g. roofing, energy conservation.

AVAI LABLE DATA: In renovation, alteration and addition projects,
such data as may be available on the existing facilities wll

be furnished to the AAE. The A/E nmust visit the site of the
project and becone famliar with the use, operational conditions,
and limtations of said site and perform sufficient excavations or
obt ai n neasurenents and other information relative to existing

i mprovenments as provided in the project program

PROJIECT DESI GN REVI EW MEETI NGS: The A/ E and appropriate
consultants will attend review neetings at DGS to di scuss coments
regardi ng desi gn subm ssions. The Using Agency will be

represented at the neetings. Meetings will be scheduled at the
concl usi on of each desi gn phase and as needed.

SCHENMATI CS

REQUI REMENTS: The following are required for all projects
unl ess wai ved by the Assistant Secretary, OFP:

a. Transmittal letter with subm ssion package
b. Schemati ¢ Desi gn Draw ngs
C. Project Description Sheet (3 copies, see Attachnent #6)

d. Narrative Description - Architectural, site inprovenents and
an engi neering anal ysis of structural, mechanical,
electrical & civil systens (3 copies)

e. Project Progress Report (3 copies, see Attachnent #5)
f. Cost Estimate Worksheets (3 copies, see Attachnent #3)

g. Sunmary - Areas-Vol une-Efficiency (3 copies, see attachnent
#4)

h. Bui | di ng Code Design Data (3 copies, see Attachnent #10)

ALTERNATI VE ENERGY SOURCES: A narrative description of at |east
four (4)alternative HVAC system concepts and energy sources shall
be submtted. One alternative should be a geothernmal heat punp
system The narrative shall focus on the variety of systens that
may be needed to neet the program s requirenents and for securing
confortabl e space environment. It shall also address

consi derations for inplenentation of energy conservation, utility
conpany rebates, individual space tenperature control and the

maj or equi pnent sel ection.

SCHEMATI C LAYQUT or a single line floor diagramfor alternative
systens shall be submitted illustrating system concepts, including
all related equi pnent, control air and water distribution, etc.

REVI EW CONFERENCE: During the preparation of Schematic docunents,
conferences will be held with the OFP Project Manager, the OFP
Desi gn Team and the designated person representing the Using
Agency. Review conference for Schematic docunents will be

coordi nated by the OFP Project Manager.
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2.5 VALUE ENG NEERING |f a val ue engi neeri ng workshop i s schedul ed
for a particular project, the AE will conduct a presentation of
the Schematic Docunents to the Val ue Engi neering Team at the
begi nning of the workshop. The AYE will not participate in the

Val ue Engi neering Workshop, but will attend the w ap-up neeting
where the Val ue Engi neering Team presents its findings and cost
savi ng recomendations. The A/E will review and respond to the

val ue engi neeri ng recomendati ons.

2.6 COST ESTI MATES: The Cost Estimate Wrksheet (CEW shall be
fully devel oped. Total Project Cost figures shall include the
costs as of the anticipated md-point of construction (use DGS
Standard CEW Attachnent #3). The A/E shall not design for, or
contenpl ate funds being available in excess of those stated by the
OFP Proj ect Manager Design review submittals with cost estimates
in excess of the funds available will be considered unsatisfactory
and will be returned without coment for revision.

2.7 DRAW NG AND PRESENTATI ON REQUI REMENTS

a. CGeneral: Materials and nethods of illustrating the
schenmati c design phase are left to the AAE. Al infornmation
shal | be coordi nated and consi stent throughout the
submi ssion. However, all drawi ngs for presentation to the
Architectural Review Board shall be nounted on a firm
backing for each display for review

b. Cover Sheet: Al projects shall have a cover sheet
containing the follow ng i nformati on (see Attachment #11):
(1) Nanme of Project
(2) DGS Proj ect Nunber
(3) Location (full address, including County)

(4) Secretary of DGS and address of DGS

(5) Board of Public Wrks - CGovernor, Conptroller,
Tr easurer

(6) Nanes, addresses and phone nunbers of all consulting
firns

(7) Vicinity Map with north arrow
(8) Location Map with north arrow

(9) Code Design Information, i.e., date of code, use
group, construction classification, fire rating,
total gross area, total net area, building height

(10) Li st of Draw ngs
(11) There are no signature bl ocks required.

C. Site Plan - Sketch site plan shall be at a m ni mrum scal e of
1" = 40'. Architectural scale may not be used. Plan shall
show a north arrow, |ocation of existing buildings and
structures, roads, wal ks, utilities, flood plains, wetlands
and critical areas within 200 feet of the proposed structure
and/or within the limts of the contract. It shall indicate
proposed site inprovenments, grading, access, parking areas,
utilities, etc. Wuere a naster plan exists, the site plan
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shal | show the future buildings adjacent to the proposed
project, proposed structures, and/or within the limt of
contract, grading, drainage, planting, |ighting, access,
sedi nent and erosion control and stornmwater nmanagenent
concept ual draw ngs.

d. Fl oor Plans - Floor plan or plans shall be double Iine and
be at a scale of 1/16" = 1'-0" or 1/8" = 1'-0". No other
scal es shall be used unless witten approval has been
obtai ned fromthe OFP Project Manager. Overall dinensions
shal |l be shown. Plans shall show door, w ndow, el evator
stair corridor and exit |ocations. Major roons, areas or
space shall be appropriately identified by nane, actual net
square footage, and programmati c net square footage. Each
floor plan shall contain a note below the plan, indicating
t he approximate gross square feet and the net assignable
square feet for each floor, including basements, nechanica
floors, penthouses, etc. The first floor plan in the case of
multiple story buildings shall contain a summary for the
entire building. (See Division I, paragraph 12)

e. El evations - Block elevations of all sides shall be at a
scale of 1/16"=1'-0" unless otherw se approved in witing by
the OFP Project Manager.

f. Sections - Two building sections are required: (1) a

Longi tudi nal Section and (2) a Transverse or Cross section
of the building. |If the building has a variety of unique
spaces with varying heights and/ or shapes the A/E shal
supply as many sections as is necessary to clearly convey
the schematic design intent of the space or building, etc.
Sections shall be submtted at the sanme scale as the Floor
Pl ans and El evati ons.

g. Dat es/ Proj ect No.: Dates nust be shown on all drawi ngs. with
revi sion dates when applicable. DGS Project Nunber and title
shall be shown in the bottomright hand corner and scal e
shall be noted. If nore than one schene is prepared, they
shall be noted "Scheme No.

h. Sheet size: Draw ngs shall be 24" x 36". Should
circunstances of plan nmake the use of a |arger sheet
mandatory, inquiry shall be nmade to the OFP Project Minager
to determne the size that may be acceptable. However,
drawi ngs shall neither be snmaller than 24" x 36" nor |arger
than 30" x 42".

i Text: Text on draw ngs shall be |egible and mini mum 1/8"
in size.

3. PHASE |1 - DESI GN DEVELOPMENT

3.1 REQUI REMENTS: The following are required for all projects
unl ess wai ved by the Assistant Secretary, OFP

a. Transmittal: Transnmittal letter with subm ssion package

b. MDE Transmittal: Transmittal letter from MDE with signatures
stating that the project has been subnitted for MDE review
(required for projects involving site work or hazardous and
t oxi ¢ waste)

C. Sedi nent Control: Prelimnary sediment and erosion contro
& stormnat er managenent conputations and pl ans
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d. "Mar ked- up" schematic review docunents

e. Desi gn Devel opnent Drawi ngs

f. Qutline Specifications

g. Project Description Sheet (3 copies)
h. Project Progress Reports (3 copies)

i Cost Estimate Wrksheets (3 copies)
j- Sunmary - Areas-Vol unme-Efficiency (3 copies)
k. Bui | di ng Code Design Data (3 copies)

l. Life Cycle Cost/Energy Conservation Analysis (3 copies)

m Prelimnary Electrical Calculations 1 copy per paragraph
3.7)
n. Geot echni cal Report: Conpl et ed Geotechni cal Report (See

Di vision 1, paragraph 13.5)

3.2 REVI EW CONFERENCE: During the preparation of Design Devel opnent
Drawi ngs, conferences will be held with the OFP Proj ect Manager,
the OFP Design Team and the designated person representing the
Usi ng Agency. Review conference for Design Devel opnent Draw ngs
wi Il be coordinated by the OFP Project Mnager.

3.3 VALUE ENG NEERING |f a val ue engi neeri ng workshop is schedul ed
for a particular project, the AE will conduct a presentation of
t he Desi gn Devel opnent Documents to the Val ue Engi neering Team at
t he begi nning of the workshop. The A/E will not participate in
t he Val ue Engi neering Workshop, but will attend the wrap-up
neeting where the Val ue Engi neering Team presents its findings and
cost saving recommendations. The A/E will review and respond in
witing to the val ue engi neering reconrendati ons.

3.4 COST ESTI MATE: An updated cost estimate shall be prepared.
The A/E shall not design for, or contenplate funds being avail abl e
in excess of those stated by the OFP Project Manager (See Division
|, paragraph 9) Design review submittals with cost estimates in

excess of the funds available will be considered unsatisfactory
and will be returned without comrent for revision.

3.5 DRAW NGS REQUI REMENTS:

a. Cover Sheet: Al projects shall have a cover sheet
containing the followng informati on (see Attachment #11):

(1) Nane of Project

(2) DGS Proj ect Nunber

(3) Location (full address, including County)
(4) Secretary of DGS and address of DGS

(5) Board of Public Wrks - CGovernor, Conptroller,
Tr easurer
(6) Nanes, addresses and phone nunbers of all consulting
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firms
(7) Vicinity Map with north arrow
(8) Location Map with north arrow

(9) Code Design Information, i.e., date of code, use
group, construction classification, fire rating,
total gross area, total net area, building height

(10) Li st of Draw ngs
(11) There are no signature bl ocks required.

b. Site Plan: Sketch site plan shall be at a mininum scale of
1" = 40.0'. Architectural scale may not be used. Plan shal
show a north arrow, |ocation of existing buildings and
structures, roads, walks, utilities, flood plains, forest
stands, wetlands and critical areas within 200 feet of the
proposed structure and/or WTHIN THE LIMT OF CONTRACT. It
shal | indicate existing and proposed contours as necessary,
proposed site inprovenents, grading, sedinment control
st or mnat er managenent, access, parking areas, new and
exi sting underground utilities and services including point
of entry into building. Were a master plan exists, the
site plan shall show the future buildings adjacent to the
pr oposed project.

C. Bui | di ng Code Anal ysis Table and Means of Egress Pl an
Dr awi ng:
1. A bui l di ng code anal ysis tabul ati on shall be provided
for all buildings and shall include the follow ng:

Appl i cabl e Codes

Use Group Classification
Construction Type

Bui l ding Area and Height Linmtation
Fire Resistance Requirements
Specific Use Area Separation
Cccupant Load

Egress Capacity Cal cul ation

Travel Distance

2. For projects greater than 10,000 square feet a neans
of egress plan highlighting the building code anal ysis
shall also be provided. Plan nmay be a single line
drawing with all nmajor roons, corridors, stairs,
el evators, fire separations/smoke partitions, etc.
identified and directional egress arrows and trave
di stances shown. For multi-story buildings, each
floor shall have a plan containing all the information
as stated above.

3. For small projects the building code analysis may be
on the Cover sheet or the first architectural plan
For larger projects, a separate draw ng shall be
i ncluded at the start of the architectural plans in
t he contract draw ngs.

4. Bui | di ng code anal ysis and neans of egress plan are
required for design devel opnent and all |ater contract
docunent submi ssi ons.
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d. Fl oor Plans: Floor plan or plans shall be double line,
be at a scale of not less than 1/8" = 1'-0" and contain a
north arrow. Plans shall show door, w ndow, el evator
stair, corridor and exit |locations. Major roons, areas or
space shall be appropriately identified by name and gross
square footage. Each floor plan shall contain a note bel ow
the plan indicating the approxi mate gross square feet and
the net assignable square feet for each floor, including
basenments, nechani cal floors, penthouses, etc. The first
floor plan in the case of nultiple story buil dings shal
contain a summary for the entire buil ding.

e. El evations: Elevations of all sides shall be at a scale
of not less than 1/8" = 1'-0". These elevations shall be
devel oped to a sufficient degree to establish character of
design, materials, textures and col or.

f. Sections: Sections through building, walls, etc. shall be
at a large enough scale to illustrate floor to floor
hei ghts, ceiling heights, changes in elevations, typica
construction, etc.

g. Dat es/ Proj ect No. must be shown on all drawings wth
revi sion dates when applicable. DGS project nunber and title
shal |l be shown in the bottomright hand corner and scal e
shall be noted. |[|f nore than one schene is prepared, they
shall be noted "Schene A" B," etc., as applicable

h. Sheet size: Drawi ngs shall be 24" x 36". Should
circunstances of the plan make the use of a |arger sheet
mandatory, inquiry shall be nade to DGS/ OFP to determ ne the
size that may be acceptable. However, draw ngs shal
neither be smaller than 24" x 36" nor |arger than 30" x 42"

i Engi neering Draw ngs: Drawi ngs shall be subnmitted at the DD
Phase and as a mininumshall consist of single |ine draw ngs
of each system i.e. Structural, Cvil, Plunbing, Heating,
Ventilating, Air Conditioning and El ectrical Distribution
Drawi ngs shall show equi pnent |ayouts for specialized roons
such as | aboratories; mechanical roons, electrical roomns,
ki tchens, food serving areas, etc. Lighting, receptacle,

t el ephone and special systens |ayouts are al so required.
Single line drawi ngs shall be of sufficient detail as to
convey the intent of the systens.

j- Mechani cal Drawi ngs: Buil ding plans show ng proposed
| ocations for HVAC, plunbing and fire protection equi prent
in mai n nechani cal roons and el sewhere inside and outside
the building and on the roof shall be submitted. The
submittal shall address space adequacy to acconmpdate
service and renoval of equiprent, including equi prent
suspended above ceiling. Schematic |ayout, floor diagram or
single Iine drawi ngs for the HVAC, plunbing and fire
protection systens, based on life cycle costing analysis
showi ng the various components (air and water distribution
controls, etc. Alist of energy efficient equi pnment shall be
provi ded. The submittal shall be in sufficient detail as to
convey the intent of the selected systemand its
per f or mance.

k. El ectrical Drawings: Site Plan showing the primary
t el ephone/fiber and electric power |ines and their nanhol es,
utility transforner |ocation, and the generator |ocation
Bui | di ng pl ans showi ng both proposed exterior and interior
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lighting fixture layout; all wring devices, such as
receptacles, tel ephone/data, and |ighting switch | ocations;
speci al systems |ayout, such as fire alarm security, and
public address system Single line power and fire al arm
riser diagranms with sufficient information shall be

i ncluded. A proposed bl ank panel, sw tchgear and notor
control center schedule. No circuiting is required for this
submi ssi on.

Life Cycle Cost Analysis: A study of not |ess than four
approved alternative HVAC systens shall be subnmitted
substantiating the selection of HVAC systens and energy
sources, according to the Procedure for the I|nplenentation
of Life Cycle Cost Analysis and Energy Conservation. One of
t he four nethods shoul d include a geothermal heat punp

system

m Prelimnary Stormwater Managenent: Plans shall be subnitted
at the DD Phase.

n. Text: Text on drawi ngs nust be legible and 1/8" m ni mum
si ze.

3.5 QUTLI NE SPECI FI CATI ONS

a. Copi es: Qutline Specifications for Architectural
Structural, Site Inprovenents, Cvil, Mechanical and
El ectrical work are to be submtted with each presentation

b. Content: The Qutline Specifications shall clearly define
al | conponents of each of the systens and all naterials that
are intended to be used on the project. Qutline specifi-
cations for HVAC, plunbing, fire protection and underground
utilities shall clearly define the conmponents of each
system as well as all materials and nethodol ogy of
install ation.

C. HVAC/ Pl unbi ng Narrative: A narrative description of HVAC
and pl unbing systens, equipnent and controls as per Life
Cycle Cost Analysis for all spaces in the building,
i ncl udi ng provisions for inplenentation of energy
conservation.
3.6 ELECTRI CAL CALCULATI ONS

a. Requirements: One copy of the followi ng prelimnary
calculations are to be submitted with the DD presentation

(1) Load and denand anal ysis
(2) Load analysis for stand-by power systens

(3) Lighting power budget per |atest revisions of ASHRAE/ I ES
9.01

(4) Lighting foot-candle cal culations for the major areas.
(5) Lightning risk assessnent per NFPA 78, Appendix |
b. Format: Cal cul ati ons should be on applicable forms or in an

accepted format. Al references used in devel opi ng the
cal cul ations shall be identified.
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3.7 MECHANI CAL CALCULATI ONS:  One copy of building and system | oad

cal cul ati ons of

HVAC and pl unbi ng systens shall be submitted.

3.8 MEETI NG  Fol | owi ng subm ssion and revi ew of Desi gn Devel opnment
Docurents, a neeting will be held between DGS, the Using Agency
and the AAE. The neeting will be coordi nated by the DGS/ OFP

Proj ect Manager.

4. PHASE Il - CONSTRUCTI ON DOCUMENTS

4.1 PREPARATI ON:  The A/ E shall proceed with the preparation of
construction docunents (CD s) only upon receipt of witten
aut hori zation by the OFP Project Manager.

4.2 CONFERENCES: During the devel opnent of CD s, conferences
will be held as needed with the OFP Project Manager, the OFP
Desi gn Team the designated person representing the Using Agency,
and the A/E. Conferences shall be schedul ed through the OFP

Proj ect Manager.

M nutes of these neetings will be prepared and

distributed by the AVE. (see Division |, paragraph 6)

4.3 REQUI REMENTS: I nitial CD Review Subnission (Approxi mate 50%

Conpl eti on)
a. At this stage of completion of CD's, the A/E shall subnit
the following to the OFP Project Manager for review

1. Transmittal: Transmittal letter with subm ssion
package

2. MDE Transmittal: Transmittal letter from MDE
with signatures stating that the project has
been subnmitted for review (required for projects
involving site work and utility work)

3. Construction Docunents: 50% Conpl et e Draw ngs

4, Speci fications: Draft copies shall be indexed
and securely bound wi th durable covers

5. Project Description Sheet (3 copies)

6. Cost Estimate Wrksheet and a breakdown of costs
in CSI format with a summary of the 16 Divisions
(3 copi es)

7. Sunmary - Areas-Vol unme-Efficiency (3 copies)

8. Bui | di ng Code Design Data Form (3 copi es)

9. El ectrical Calcul ations (One copy per paragraph
4.3 c)

10. Mechani cal Cal cul ati ons (One copy per paragraph
4. 3c)

11. St or nwat er Managenent plan(s), specifications
and conput ati ons

12. A “mar ked-up” Design Devel opnent Revi ew
Docunent s

13. CI TS specification/bid package (See paragraph
4.8)
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b. Drawi ngs: For Architectural and Engi neering Draw ngs, 50% CD
Submi ssion is defined as 50% conpl eti on of each tracing that
will constitute the final set of CD's. At this phase
of design, the AE will mark review sets with "FOR REVI EW
ONLY, NOT FOR CONSTRUCTI ON' or equivalent. For Architectura
and Engi neering Specifications, 50% CD Submi ssion is defined
as a Draft Copy of the Final CD Specifications including
edited specifications of all sections related to the
project. Master specification sections will not be
accept abl e.

c. El ectrical Cal cul ations

1. One copy of the followi ng calculations are to be
submtted with the 50% CD s. Those cal cul ati ons
previously subnitted at the DD phase shall be updated
for this subm ssion:

(a) Load and denmand anal ysi s

(b) Load anal ysis for stand-by power systens,
i ncl udi ng sizing cal culations for stand-by
equi pnent

(c) Li ghti ng power budget per |atest revision of
ASHRAE/ | ES 90.1

(d) Short circuit analysis using ohmc or per-unit
nmet hod dependi ng on conplexity of the system
(Reference | EEE Transactions on | ndustry and
CGeneral Applications, Vol. 3, Number 2,

Mar ch/ Apri|l 1967)

(e) Vol t age drop anal ysi s
(f) Power factor correction
(9) Li ghting calculations (interior and exterior)

(h) Pol e cl assifications, guy vector diagrans and
guy strength when overhead transm ssion systens
are invol ved

2. Al calculations are to be presented in an organized
format; all references used in the preparation of
cal cul ati ons shall be noted.

d. Mechani cal Cal cul ati ons: Finalize |oad cal cul ati ons of HVAC
and Pl unbi ng Systens, and equi prent selection. Provide all
i nput val ues used in the cal cul ations such as design
t enperat ures, occupancies, U or R values, etc.

e. Site Inprovement Draw ngs: 50% CD Submission is defined as
50% conpl eti on of each tracing that will constitute the
final set of CD's, showing all existing and proposed
conditions, materials, structures, fixtures, elenents, etc.,
in sufficient detail to establish |ocation, alignment and
grade. The A/E will mark review sets with "FOR REVI EW O\LY,
NOT FOR CONSTRUCTI ON' or equivalent. For Site |nprovenent
Speci fications, 50% CD Submission is defined as a Draft Copy
of the Final Specifications.

f. Conf erence: Follow ng review of the subm ssion, the OFP
Proj ect Manager coordinating the project will schedule a
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conference with the A/E, the OFP Design Team and a
representative of the using agency to review conments with
the AVE and his staff.

g. Critical Path Method Schedul e: At the above review neeting
the AVE along with the OFP Project Manager and Construction
Di vi si on personnel, and the Using Agency representative wll
review the requirenent for a Critical Path Method (CPM
construction schedule to be submitted by the prospective
bi dder. CPMs will be required on all construction projects
unl ess the dollar value and nature of work clearly
denonstrates no need for a CPM During the discussion of the
CPM Schedul e, significant mlestone activities necessary for
control and phasing of the project will be identified and
i ncorporated into the construction contract requirements.
Project start date and end dates will deterni ne which tasks
are on the critical path. CPMrequirenents shall be
coordinated with and not conflict with General Conditions
cl ause 7.06 Progress Schedul e - Del ays.

h. DGS Approval :  Follow ng the 50% CD conference, the A/E may
continue with the preparation of CD's with WRI TTEN appr oval
of the OFP Project Manager.

i MDE Approval : Approval of the Sedi ment and Erosion Control
and St ormwat er Managenent Plans by the Maryl and Depart nent
of the Environment in accordance with Division I, Paragraph
14 of this nanual is required in this phase. A copy of the
MDE approval or comment letter is required to conplete this
revi ew phase.

j- Eart hwork Cost Estimate: A/E shall item ze in the cost
estimte earthwork quantities (topsoil cut & fill) and any
unusual conditions such as rock excavation or unsuitable
mat eri al s.

4.4 CONTRACT DRAW NGS - CGENERAL REQUI REMENTS:

a. CADD: A/ E's shall be encouraged to produce contract
docunents on CADD ( Conputer-Ai ded Design & Drafting)
whenever feasible. |f generated by CADD, sinmilarly prepared
docunents shall be required fromall disciplines.

b. Mat erial : Contract drawi ngs nust be on nylar drafting film
Under no circunstances will final bid or as-built draw ngs
nmade on paper be accepted. Reproducible prints are not
acceptable in lieu of cloth or nylar drafting filmwithout
prior approval in witing fromthe OFP Project Minager.

C. Scal e of Drawi ngs

(1) Site plans shall be at a scale of 1" = 40" unless, due
to unusual circunstances, another scale is
specifically authorized in witing by the OFP Project
Manager. Architectural scales may not be used for
Site Pl ans.

(2) Fl oor plan or plans for contract draw ngs shall
be double line and at a scale of 1/8" = 1'-0". No
ot her scales shall be used for overall building floor
pl ans unless witten approval has been obtained from
the OFP Project Manager.

(3) Buil ding el evations of all sides shall be at a scale
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of 1/8" = 1'-0" unless otherw se approved in witing
by the OFP Project Manager

(4) Al sheets nust contain both witten and graphic
scal es.

d. Drawi ng Size: Sheet size for drawi ngs shall be 24" x 36"
Shoul d ci rcunmstances of plan make the use of a | arger sheet
mandatory, inquiry shall be nade to DGS/ OFP to determ ne the
size that may be acceptable. However, draw ngs shall neither
be smaller than 24" x 36" nor |arger than 30" x 42"

e. Lettering size shall be a mininum1/8". Al Iine work shal
be of sufficient density to provide uniformreproduction and
phot ographic quality. Wen using "Prestype,"” or simlar
material, a workable fixative shall be applied to elininate
peeling. \When lettering, shading or marking on the reverse
side of draw ngs, a double matte finish polyester drafting
filmshall be used or the reverse side of the draw ng shal
be properly prepared prior to its use.

f. There shall be a cover sheet acconpanyi ng each set of
drawi ngs (see Attachment #11).

g. Title and signature bl ock: shall be either Option #1 or
Option #2 (see Attachnent #12). The followi ng itens shal
be included in the title bl ock

(1) Title of Sheet - such as "FIRST FLOOR PLAN', "FIN SH
SCHEDULE, " etc.

(2) Title of Project as stated in the contract

(3) Proj ect Number - The DGS Project Nunber nust appear on
al | drawi ngs, specifications, contracts, shop draw ngs
and correspondence pertaining to the job

(4) Date - This is the date drawi ngs are conpl eted

(5) Drawi ng nunbers shall be given to all sheets. Al
drawi ng nunbers shall be divided into groups according
to disciplines and shall have a letter prefix for that
group e.g. A for architectural, Cfor civil/site, S
for structural, Mfor mechanical, and E for
electrical. If a project involves draw ngs for
specialty areas such as data/ comunication or food
service, an appropriate discipline prefix for sheet
nunbering shall be recommended to the OFP Proj ect

Manager for approval. In additional there shall be a
sheet = of __ for each sheet submitted for the
pr oj ect.

(6) Location of job, as for exanple - Springfield State
Hospital, Sykesville

(7) Revi si ons

(8) Space for DGS/ OFP approval. On the authorization of
the OFP Project Manager, this requirenent may be
del et ed.

(9) Space for Using Agency approval. On the authorization
of the OFP Project Manager, this requirement may be
del et ed.
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(10) Architects' and Engi neers' nanes, seals, etc. nay be
placed to the left of the above title arrangenment or
in other |ocations as nade necessary by the draw ng.

(11) In addition to placenent of seals, the Primary A E
must sign all drawi ngs under his Seal. Consultants to

the primary Architect/Engi neer nust sign all draw ngs
prepared by their office under their seal

h. Cover Sheet: Al projects shall have a cover sheet
containing the followng informati on (see Attachment #11):

(1) Nane of Project

(2) DGS Proj ect Nunber

(3) Location (full address, including County)
(4) Secretary of DGS and address of DGS

(5) Board of Public Works - Governor, Conptroller
Tr easurer

(6) Nanes, addresses and phone nunmbers of all consulting
firnms

(7) Vicinity Map with north arrow
(8) Location Map with north arrow

(9) Code Design Information, i.e., date of code, use
group, construction classification, fire rating,
total gross area, total net area, building height

(10) Li st of Draw ngs

(1) There are no signature bl ocks required if they are
provi ded on the drawi ng sheets. |If the option is
aut horized to delete state official signatures from

the drawi ng sheets, signature lines for state
of ficials shall be provided on the cover sheet.

i Site Pl ans

(1) Use 1"= 40', unless due to unusual circunstances
another scale is specifically authorized in witing
by the OFP Project Manager.

Architectural scales may not be used. The limt of
the work nust be accurately identified and | ocat ed.

(2) Pl ans shall include |ocations of all new and existing
bui I di ngs and structures, roads, wal ks, utilities,
flood plains, wetlands and critical areas, etc. It
shal | indicate existing and proposed contours. Were
a naster plan exists, the plan shall show the future
bui I di ngs adj acent to the proposed project.

(3) Conpl et e Sedi nent and Erosion Control and Stormater
Managenment Pl an(s) as required by MDE shall be
submitted at each design phase after schematics,

i ncluding Engineer's Certification and DGS
Certification. (See Division |, paragraph 14.5)

j- Pl ans and El evati ons
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(1)

(2)

(3)

(4)

(5)

(6)

(7)

Procedure Manual for
July 1998

Scal e of Drawi ngs: Unless otherw se permtted by the
OFP Proj ect Manager, scale of building plans or
details shall not be less than 1/8" = 1'-0". A
drawi ngs shall have a graphic scale for each scale
used on the draw ng.

Fl oor Pl ans: The plans shall show conplete
arrangenents of all spaces, with their relation to
structural, nechanical, and electrical clearly

i ndi cated. Structural, Plunbing, Heating, Ventilating
and Electrical Plans shall be devel oped to indicate
and show conmpl ete systems to be used. Al ductwork
shal | be double line except in areas where not nore

t han one duct is shown. Provide conplete tenperature
control schematics and detail ed operati ng sequences.

El evati ons: The el evations shall show and clearly
indicate all design elements and the materials to be
used.

Sections and Details: Sections and details shall
i ndicate any and all requirenments of the structure or
desi gn together with properly shown story heights.

Drawi ngs shall contain keys to materials, synbols and
abbrevi ations, and sufficient schedul es (finishes,
doors, wi ndows, |ouvers, HVAC units, electrica
panel s, lighting, plumbing fixtures, etc.), so as to
provi de the proper organization and coordi nati on of
drawi ngs with specifications.

On the first sheet of the nechanical and electrica
drawi ngs the following information shall be included:

a. Heating - Total heat loss for the building in
BTUs, Ventilation |oad in BTUs, donestic hot
water load in BTUs, heating design tenperatures
i nsi de and out si de.

b. Cooling - Total heat gain for building in BTUs,
ventilation load for building in BTUs,
i ndoor/ out door tenperature conditions/humdity.

C. Pl unmbing - Total plunmbing fixture units,
donestic water consunption naxi rum denmand in
gph, maxi mum gas consunption in cu ft/hr

d. El ectrical - Total electrical |oad in KVA
total lighting and receptacles in KVA, Tota
power in KVA, largest motor H. P., estinmated

ener gency power demand in KVA, and the type and
size of stand-by power unit(s).

e. Tel ecomuni cations - (as appropriate) System
description and features, and interface
definitions

Structural Notes that include the follow ng shall be
pl aced on one of the structural draw ngs:

a. Desi gn Dead Load Data including, Partition Load
and Live Load for each and every area of the
bui I ding, including the roof. Allowances shal
be included, wherever applicable, for additiona
| oads due to nechanical equi pnent, piping,
ceilings, etc.
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b. Desi gn bearing value for all spread footings and
cai ssons, and bearing load for all piles

C. Concrete strength required for each part of the
bui I di ng
d. Steel yield point strength for all reinforcing

and structural steel

(8) Pl ans and specifications for excavation, retaining
structures, dewatering, etc., where required, shall be
i ncluded in the contract docunents.

(9) Denolition Drawi ngs: Where denolition work is
required, the plan shall clearly show existing
conditions, what work is to be renmoved, and a
reference provided to identify the proposed work for
the sane area. If lead is identified, the denmolition
pl an and rel ated notes shall describe the |ocation and
refer to the specification section which shal
specifically describe or give the necessary regul ation
for the renmpval and disposal of potential |ead
hazar ds.

(10) Al drawi ngs shall be prepared with the sane
orientation.

(11) Al building spaces shown on the mechani cal draw ngs
shal | be named on the nmechani cal draw ngs. Al
nmechani cal work shown or detailed on nore than one
sheet shall be cross referenced.

(12) The use of drawi ng note tabulations with reference
letters or nunbers noted on plans and details is not
accept abl e except in special cases and with the
witten approval of the OFP Project Manager. Such
notes should be witten out adjacent to the respective
architectural or structural elenment, mechanica
equi pnent item or nechani cal system conponent, or
el ectrical equipnent itemor electrical system
conponent .

(13) Roomtitles nust be placed directly on the rel ated
spaces without interfering with any other dinmensions
or data.

4.5 SPECI FI CATI ONS FOR CONSTRUCTI ON
a. General Requirenents:

(1) A E shall follow the Construction Specifications
Institute Sixteen Division Master format and Three
Part Section format.

(2) Wiere trade nanes or proprietary itens are
identified, reference shall be nmade to "approved
equal ".

(3) Whenever brand nane products are included, at |east
t hree acceptabl e brands shall be naned, if possible.

(4) Har dwar e schedul es are required in the specification.
They shall be open to full conpetition. The A/ E shal
deterni ne the requirenents of the Using Agency for the
Mast er Key System
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(5)

(6)

(7)

(8)

(9)

(10)

(11)

CGeneralized all-inclusive ("grandfather") clauses
nmust be avoi ded. Be specific in such items as "Scope."
Scope should enunerate itenms to be included

Ref erence shall be made to the | atest DGS Genera
Conditions in appropriate divisions of the
speci ficati ons.

One page of the Specifications (follow ng the cover
page) shall contain the Project Title, DGS Project
Nunber, the seal and signature of the primary A E, and
the seal and signature of each consultant to the
primary A/ E.

VWen el ectrical high voltage work (over 600 volts) is
required in construction of a project, the services of
an i ndependent high voltage electrical testing agency
shall be utilized. The project specifications shal
read as foll ows where appropriate: "The contractor
shal | secure and pay for the services of a high

vol tage electrical inspection agency to test and

i nspect all electrical high voltage conponents of the
system prior to being energized. The tests and

i nspections shall follow the procedures as established
by NETA in their specifications for acceptance
testing. The contractor shall subnmt a copy of the
test results and an anal ysis of these results prepared
by a registered Professional Engineer to the Engi neer
of Record and to DGS/PMD within ten days of the
testing.

Repeat testing due to unacceptable test results and/or
i nspection findings shall be the sole responsibility
of the contractor.”

The followi ng statenent shall be included in the
appropriate sections of the electrical specifications:
"An electrical certificate from an independent
(non-governnental ) el ectrical inspection agency
approved by the State of Maryland Fire Marshal nust be
submitted to the Departnent of General Services prior
to or with the final paynent invoice. The inspection
certificate shall be used in lieu of a county or
nmuni ci pal permit for electrical work perforned on
property belonging to the State of Maryland. The

el ectrical sub-contractor shall file with the

i ndependent inspection agency, and pay all fees
associated with such filing, at the start of
construction so that adequate rough-in inspection can
be made during the course of work."

Use of frequent references to other specification
docunents shall be avoi ded wherever possible. (e.g.
reference to County, SHA or WBSC specifications). |If
such specifications govern, the significant references
shall be reprinted in total

The followi ng requirenents shall be included in the
appropriate section of the nechanical specifications
for projects that involve the installation or service
of heating, ventilating, air conditioning, or
refrigerating systens:
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(a) A mechani cal contractor bidding as prine
contractor shall be a Maryl and-1icensed HVACR
Master or Master Restricted contractor who is
qualified in the areas of work included in the
pr oj ect.

(b) The successful contractor shall agree to enpl oy
only individuals who hold valid |icenses issued
by the State HVACR Board of the Departnent of
Labor, Licensing And Regulation to provide, or
assist in providing, heating, ventilating, air
conditioning, or refrigerating system
installation or service required for the
pr oj ect.

(¢) If the successful contractor subcontracts any or
all of the heating, ventilating, air
conditioning, or refrigerating system
installation or service required for a project,
t he subcontractor nust possess the appropriate
license required and issued by the State HVACR
Boar d.

(d) Al heating, ventilating, air conditioning, and
refrigerating system subcontractors shal
consi stently use only individuals who hold the
appropriate licenses issued by the State
HVACR Board to provide or assist in providing
heating, ventilating, air conditioning, and
refrigerating systeminstallation or service
required for a project.

b. Cover Page of Project Manual: The required information is
shown on the attached sanple (See Attachnent #13). The A E
shal | include a "nmock-up" with the review sets of

specifications as the nanes of various state officials
change fromtime to tinme. A seal page is required.

C. Tabl e of Contents of Project Manual

(1) The Tabl e of Contents shall be conplete, listing al
di vi sion nunbers with division titles as shown by the
CSl. After each division nunber and title, indicate
t he page numbers where the specification is to be
found. If the project does not include any work in a
specific division show "none" in the colum of page
nunbers. It is preferred that sub-divisions or
"sections" (paragraphs) be nunbered or lettered in
consecutive order, rather than the four digits and
deci mal s shown by the CSI

(2) Sequence of Project Manual contents shall be as

foll ows:
- Title Page - A/E Seals & Signatures - Table of
Contents - List of Drawings - Instructions to
Bi dders - Ceneral Conditions - Wage Rates (see
Division Il, paragraph 4.7) - Division 1

t hrough Division 16.
4.6 | NSTRUCTI ONS TO BI DDERS AND GENERAL CONDI TI ONS

a. Avail ability: These docunents are standard for all projects
and are avail able through the OFP Procurenent Division. They
may not be altered by the A/E. Suppl enmental or specia
conditions may not be used without prior witten approval of
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t he Assistant Secretary, OFP. Wen Federal Funds are
i nvol ved, add Federal General Conditions and wage rates.

b. Job Conditions: Statenents relative to unusual job
conditions, security requirenments, etc., shall be included
in Division 1 of the General Specifications.

4.7 PREVAI LI NG WAGE REQUI REMENTS

a. Projects Estimated to cost $500,000 or nore: Al projects
whi ch are anticipated to cost $500,000 or nore nust contain
a prevailing wage scale. This requires the AE to apply to
t he Commi ssioner of Labor and Industry for a wage scale.
(see Attachnent #9). Application nust be nade for wage
rates 60-120 days in advance of the time the project goes to
bid. The A/E nust furnish sufficient information to pernit
conplete listing of all crafts. A detailed table of contents
fromthe specifications will nornally be sufficient.

b. Federal Funds: When federal funds are involved, and if
federal regul ations (Davis-Bacon Act) require the use of a
federal prevailing wage schedule, the A/E shall apply for
the wage scale. |If federal wage scal es change fromthe
initial application by the A/E, new rates nust be applied
for and issued as an addendum |[|f, after an addendum has
been i ssued on new rates and federal wage rates change
within twenty (20) days of the bid date, new wage rates do
not have to be applied for. Information on federal wage
rates can be obtained fromthe Federal Register, Procedures
for Predeterm nation of Wage Rates.

4.8 CONSTRUCTI ON | NSPECTI ON AND TESTI NG SERVICES (CITS)

a. CITS Contracts: For those projects for which specia
construction inspection or quality assurance back-up testing
is to be provided by private construction inspection and
testing firms (CITF), the required material inspection and
testing requirenents shall be part of the construction

docunent s.

b. Contract Monitoring: The A/E shall assist the OFP in the
definition of these services; and after award of the
contract shall, on behalf of the OFP, nonitor the work of

both the testing | aboratory enpl oyed by the contractor and
the CITF. Contract nonitoring nmay consist of weekly review
of test results and field inspection reports, liaison with
CITF, and check of CI TF progress paynent requisitions for
conformity to the estimtes of manpower and test
requirements.

C. CI TS Proposal Package: The A/E shall furnish to the OFP
along with the 50% CD submi ssion a CI TS specification/
proposal package for this work indicating those contract
items requiring materials inspection and testing and the
estimted quantity of each. Upon approval by the OFP, the
A E shall resubmt the approved CI TS specification package
with any changes. These docunents shall be devel oped based
upon a format provided by the OFP. CI TS specifications shal
i nclude and establish all the requirenents relative to
i nspection and testing, such as, qualifications of the
i nspectors, scope of work, applicable standard test mnethods
and procedures, conpliance and acceptance criteria, reports
and subnittals.
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The inspection and testing services may include, but not
necessarily be limted to, those for structural steel (both
shop and field), concrete, roofing and roofing material s,
asphalt, soils, and foundations. These requirenments shal
be conparable to those specified for the contractor's
testing | aboratory.

d. Proposals: The OFP will use the information furnished by the
A E to procure the services of a CITS firmby advertising
and soliciting proposals fromat |east three (3)qualified
firms, or by using a pre-approved indefinite delivery
contract.

4.9 FINAL CD REVI EW SUBM SSI ON - (95% COVPLETI ON)

a. Requirements: When CD's are 95% conpl eted the A/ E shal
submit the following to the OFP Project Manager:

(1) Construction Docurments 95% conpl ete Drawi ngs - bl ack
or blue-line prints (Note: Review sets nmust be narked
"FOR REVI EWONLY, NOT FOR CONSTRUCTI ON' or
equi val ent).

(2) Speci fications - indexed and securely bound with
dur abl e covers.

(3) Construction Bid Form - This form nust be approved
prior to approval of specifications.

(4) Cost Estimate Worksheet and a breakdown of costs in
CSl format with a summary of the 16 Divisions - Four
(4) copies.

(5) Sunmary Area- Vol une- Ef fici ency Tabul ations - Four (4)
copi es. This subnission shall be up-to-date.

(6) Proj ect Description Sheet - Four (4) copies. This
submi ssion shall be up-to-date.

(7) A brief project description including design details
such as size, type of building, roof specs, type of
construction, HVAC, uses or purposes of building and
speci al design features.

(8) Sone projects nmay require additional CDs for review
The A/E shall verify the required nunmber of CDs with
the OFP Project Manager prior to subm ssion of the
above stated mi ni mum

(9) HVAC and pl unmbi ng | oad cal cul ati ons - one copy.

(10) Electrical Calculations - One copy updated per
Division Il, 4.3.

(11) Electrical Coordination Study - At a mininmnum this
anal ysis shall enconpass that segnent of the
di stribution system between the origin of utility
service and the first level of secondary distribution
equi pnent, or, where service is derived froman
exi sting state-owned distribution system between the
existing primary distribution equipnent and the first
| evel of secondary distribution equipnment. This study
shal | include set points for all adjustable protective
devi ces.

(12) Sedinent and Erosion Control and Stormwvater Managenent
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conput ati ons (up-to-date).
(13) “Marked-up” 50% CD revi ew docunents.

b. Fi nal Revi ew Meeting: Wen the 95% CDs have been revi ewed by
DGS, the OFP Project Manager will arrange a neeting with al
concerned OFP staff and the Using Agency. The A/E shal
have present his appropriate consultant(s). At this neeting
the CDs will be reviewed in total, to such an extent that
the OFP and the Using Agency nay be assured that upon
submi ssion of the Final CDs (Original Tracings), the
required signatures may be applied w thout delay.

C. Permts: Al necessary pernmts and/or approvals, save those
required of the construction trade necessary to performthe
wor k for naking connections to avail able water and sewer
facilities to conpletely support the project as called for
in Division |, paragraph 15, Water and Sanitary Systens.

4.10 FINAL CD SUBM SSI ON (100% COMPLETION) At this stage of 100%
conpl etion of CDs, the A/E shall subnmit the following to the OFP
a. “Mar ked-up” 95% CD revi ew drawi ngs, specifications, proposa
forms, etc.

b. 100% conpl ete contract draw ngs - Reproducible Mylar Film
Traci ngs and CADD di skette

C. Updat ed cal cul ati ons, |oads and demands charted

d. Canera ready copy of specifications and diskette

e. Five (5) sets of half size prints or CADD plots of the
contract draw ngs.

4.11 COST ESTI MATE WORKSHEET: (CEW : The above initial and final CD
CEW S shall each show the costs as of a reference date with
contingencies, fees, etc., so that each CEWreflects a Tota
Project Cost at the mid-point of construction. Al estimates
shall reflect all additions and del etions during the various
desi gn phases. (See Division |, paragraph 9).

4.12 FINAL APPROVALS: The A/E will secure and submit to the OFP Project
Manager final approvals and/or permts fromall regulatory
agencies and public utilities involved in the project
construction: State Fire Marshal's Ofice; Departnent of Health
and Mental Hygi ene; Maryland Departnent of the Environnent; and
wat er, sewer, telephone, gas and electric utilities owners.

4.13 A E CERTIFICATION. The A/VE will furnish the certification of
the Contract Documents as required in Division |, paragraph 21

4.14 CONSTRUCTI ON BI D FORMS
a. Language: The |anguage and wordi ng may not be changed;

however, the lines for base bids or bids and alternates nust
be adjusted to apply to the project requirenments. When add
alternate prices are requested, a short description of the
al ternate nust be incl uded.
b. Time of Conpletion: A/E shall recomend a duration to the
OFP Project Manager. The duration proposed by the A/ E shal
consi der such factors as a conplexity of the project, |ong
lead time materials, tinme of year construction wll start,
etc. The OFP Project Manager will then advise A//E what
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4.15

duration to use on the bid form

C. Unit Prices: When separate prices or unit prices are
required, they shall be |listed ahead of the Base Bid I|ine.
Unit prices wll reflect conceal ed conditions encountered
during a project, i.e., conditions in site work,
foundations, or reroofing, and will be used to adjust

contract higher or |ower based upon actual costs during the
course of work. Wen bidding these types of projects, base
bid will include lunp sumprice work plus unit price work
with estimated quantities established by the AAE and unit
prices provided by the contractor to arrive at the base bid.

d. Li qui dat ed damages shall be provided for at a rate
deterni ned by the OFP Project Manager and indicated on the
Construction Bid Form

ALTERNATES

a. Pur pose: \When aut horized by the OFP Project Manager, the
A E shall specify
add alternates to be included in bids as may be considered
necessary to assure project costs within established
budgets. Alternates shall be used to effect a change in the
scope of the project or in the materials or methods
specified. The follow ng practices shall be followed by the
A E when specifying alternates.

(1) Priorities: The A/E shall review all alternates with
the OFP Design Team Leader and Project Manager and the
Usi ng Agency representative to establish the priority
in which alternates will be listed. Add alternates, if
accepted with the Base Bid, will be accepted in the
order listed on the bid form Alternates shal
normally be all additive in a given bid.

(2) Federal Requirenments: |If the project is federally
funded, completely or in part, the Federal Government
requirements for Alternates shall be followed

5. PHASE |1V - Bl DDI NG PROCEDURES

5.1

5.3

5.4

Pr ocedur e
July 1998

I NVI TATIONS: The OFP will invite contractors who are likely to be
interested. The A/E is requested to suggest additional qualified
contractors.

ADVERTI SEMENT: The DGS Procurenent Division will notify the
Maryl and Contract Wekly and building trade organi zati ons of the
request for bids and will distribute contract docunents to
appropriate trade organi zati ons.

BID DATE: The OFP will determine the tinme and date for receipt of
bids after contract docunents are delivered to the OFP, or after
fixed delivery tine and date is determ ned

DI STRI BUTI ON OF CONTRACT DOCUMENTS: The DGS Procurenment Division
di stributes contract docunents to contractors, sub-contractors and
suppliers on a non-refundabl e deposit basis.

PRE- Bl D CONFERENCE: A pre-bid conference, will be held to review
the project prior to bidding. The conference will be attended by
the OFP Project Manager, the DGS Procurenent Division, the Using
Agency representative, the A/E, and interested prospective
bidders. It is intended that this conference will permt

i nterchange of questions, answers and ideas so as to mninize
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probl ems during subsequent construction. The A/E shal
wite mnutes of the conference and incorporate issues addressed
at the pre-bid conference into an addendum

5.6  ADDENDA
a. Interpretation: Only the A/E shall interpret the contract

docunents during the bidding period. Interpretations shal

be given by witten instruction only.

b. Preparation: The A/E shall prepare addenda as necessary
during the bidding period and deliver such addenda to the
OFP Project Manager for distribution to prospective bidders
not |ess than seven (7) working days prior to schedul ed date
of bid opening.

C. If, in the opinion of the Assistant Secretary of the OFP
t he nunber of changes or clarifications necessary are of
such an anpunt that it is in the State's best interest to
elimnate any confusion, the AJE shall be directed, at no
addi tional cost:

(1) To incorporate the changes or clarification of
drawi ngs by producing replacenent tracings and
providing sufficient copies for distribution.

(2) To incorporate the changes or clarifications of
speci fications by producing repl acenent pages in
sufficient copies for distribution.

(3) To insure that changes or clarifications to either the
pl ans or the specifications are readily identified by
cl oudi ng and nunberi ng.

5.7 Bl D OPENI NG
a. Bids are publicly opened at the DGS Procurenent Division Bid

Room begi nning pronptly at the designated tine. DGS will

notify the A/E and the Using Agency of the time and date of

bi d opening. The A/E shall be present.

b. Any bid received after the exact tinme specified will not be
opened.

C. The AVE will be provided copies of the bids after the bid
openi ng, and shall evaluate the low bid and the | ow bidder’s
qualifications and make a reconmendation for award in
witing to the OFP. Concurrently, the Using Agency wll
forward their reconmendations to the OFP in witing.

d. If the lowbid is 10%greater or less than A/E s estimate,
the AE is required to submt to the OFP an anal ysis of
reasons for the variance. The AAE will review unit prices
for reasonabl eness.

6. PHASE V - CONSTRUCTI ON

6.1 CONTRACT AWARD: After the determ nation of the successful bidder
the OFP Project Manager will pursue approval of a contract by the
appropriate approval board based on contract value. After
approval by the Department Procurenment Review Board (DPRB) or the
Board of Public Wrks (BPW, DGS will execute a contract with the
successful bidder.

6.2 PRE- CONSTRUCTI ON CONFERENCE: W thin ten (10) days after approva
of award, a work initiation conference will be arranged by the
Construction Division of the OFP. The contractor, the OFP Project
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Manager, the Using Agency representative, the AJE, the OFP
Construction Division Area Supervisor and field inspector for the
project, and the MDE representative will be present. At this tine
all procedures will be clarified. The OFP Area Supervisor wll
define the construction set of contract docunents as the bid set
with addenda (if any) and state the dates of each. The AAE is
responsi bl e for preparing mnutes of this conference.

6.3 PROJECT SIGNS: Project signs are required for all projects over
$50, 000 and six (6) nonths duration. The State will provide one
project sign for each najor entrance to the project. Project
signs will comply with the requirenents of General Conditions
cl ause 7.02.

6.4 PROGRESS MEETI NG AND PRQJECT REPCRT

a. Responsibility: It will be the AAE s responsibility to
attend progress neetings and record neeting minutes. Submt
mnutes within 5 working days foll owi ng each neeting to the
OFP Project Manager for approval. It wll be the DGS
I nspector's responsibility to see that standardized
information is contained in the m nutes.

b. Schedul ing: Progress neetings shall be held at |east
nmonthly. On many projects they will be schedul ed every two
weeks. The progress neeting mnutes are to reflect the true
intent of the progress nmeeting. The purpose of the progress
neeting is to review the job progress and to resol ve any
probl ems that may be inpeding the job progress. Probl ens
strictly between the Contractor and the Sub-Contractor shal
not be discussed. At each neeting, actual job progress and
anticipated work as outlined in the project schedul e shal
be reviewed. 1In addition, the follow ng documents wll be
revi ened:

(1) PCO Log (| nspector naintains)

(2) Subnmittal Log (A/E maintains)

(3) RFI Log (A E nmintains)

(4) Testing Log (Contractor or ClTF maintains)

C. Requirements: During the construction phase of work, the
A E shall be required to have avail abl e at progress or
special neetings or for field inspections those menbers of
t he design team whose technical expertise is necessary to
clarify or reconcile project difficulties. Said personne
shall also be required to furnish to the OFP witten reports
summari zing said clarification, direction, reconciliation or
results of field inspections. The A/E shall include
sufficient man-hours of the various disciplines
in construction phase services to provide this support on an
"on-cal | / as- needed” basis. No additional conpensation shal
be made to the A/E over and above the amounts included in
the A/E fee unless the object of these events is outside the
original contract scope

d. M nutes: The progress mnutes are to contain the foll ow ng
information. Itens (1) through (7) shall be on the first
page of ninutes.

(1) Project Nane

(2) Project Nunber

(3) Progress Meeting Number
(4) Time and Date of Meeting

(5) Project Synopsis:
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- Notice to Proceed

- Conpletion Date

- Contract Cal endar Days (Original)

- Revised Contract Cal endar Days (i ncluding approved
ti me extensions)

- Contract Cal endar Days El apsed

- Contract Cal endar Days Renai ni ng

- Percentage of Tine Consuned

- Percentage of Job Conpl etion

- Anticipated Conpletion Date

- Bad Weat her Days Requested

(6) Statement of Any Items Del aying the Project

(7) Summary of Work Conpleted to Date
- Revi ew Updat e Project Schedul e

(8) A d Business
- O d Business |ssues Resol ved

(9) New Busi ness
- Projected Dates to Resolve New | ssues

(10) Revi ew PCO Log

(11) Review Subnmittal Log

(12) Review RFI Log

(13) Review Testing Log

(14) Participants

(15) Time of Adjournment

(16) Time and Date of Next Progress Meeting

6.5 MATERI ALS AND COLORS: At the appropriate tine in an early stage of
construction, the AJE shall select and coordinate the approval of
brick panels, stone sanples, concrete colors and textures, paint
colors, and all other finishes with the OFP Project Manager. The
OFP nust al so approve any material substitutions.

6.6 CHANGE REQUESTS AND CHANGE ORDERS

a. Unaut hori zed Changes: Representatives of using agencies are
not authorized to issue instructions of any kind to
contractors or A/E's except when such instructions relate to
security or operating functions of a correctional
institution.

b. Procedure: Changes requested by the Using Agency nust be
submitted in witing to the appropriate OFP Project Manager.
These will be reviewed with OFP Design Team and Construction
Di vision, who will issue the necessary instructions to the
contractor and/or the A/E.

C. Requirements: For any and all construction rel ated change
orders, the Contractor must include a detailed cost proposal
to the AVE for review and approval. This proposal shall
i nclude an itenized breakdown showing all related nateri al
guantities, labor hours, material costs, unit prices, wage
rates, labor and material burdens, and all other associated
expenses. The A/E is responsible for providing a witten
cost estimate which independently verifies that the
contractor's cost proposal is fair, reasonable, and
accurately reflects the proposed changes. The A/E is al so
responsi ble for the preparation and transmttal to the OFP

Procedure Manual for Professional Services Page I1-24
July 1998



Construction Division of all OFP change order approva
forms.

d. Construction Change Order Approval Form This formwll
note the reason for the change order. The change order may
be required due to a user request for program change, field
condition, om ssion or error. The OFP may seek to recover
costs due to a change order required as a result of an error
in the preparation of the documents or an omi ssion in the
docunments which causes the State to incur a cost it would
not have incurred had the docunents been correct at bidding.

6.7 I f a change order involves construction work deleted fromthe
project or substantially revised during the Construction Phase,
and the deletion or revision requires the A/E to render
prof essi onal services beyond the negotiated Constructi on Phase
services, additional conpensation may be requested during the
change order approval process. Additional fees applicable to such
a change order shall be noted in the space provided on the Change
Order Approval Form and appropriate supporting docunentation
shal | be provided. The request will be considered by the OFP al ong
with the approval review of the change order. [If an additiona
fee related to a construction change order is approved, the AE
shal | include the amount on their invoice formas “Additional Fee
for CO# ", to be processed with their next paynent request.

6.8 CERTI FI CATES OF PAYNMENTS

a. Percent age of Conpletion: The contractor's representative
and the inspector will agree in draft formon the
per cent ages of conpletion of the various segnents. The
representative sub-contractors will participate in this
effort as deened necessary by the general contractor and the
OFP i nspector.

b. Monthly Estinmate: After conpleting (a) above the genera
contractor will prepare a typed copy of the nonthly estinmate
on the prescribed formand return it to the field inspector
for signature.

C. Revi ew. Wen (b) above is conpleted the contractor will be
responsi ble for submtting the docunent to the AVE for
revi ew and si gnature.

d. Submittal: After the A/E has reviewed and approved the
nonthly requisition, the contractor shall nmail it to the
Accounti ng Departnent, DGS

7. COVPLETI ON AND ACCEPTANCE OF PRQIECT

7.1 SUBSTANTI AL COMPLETI ON: When a project or a designated portion
t hereof nears substantial conpletion, the inspector will schedul e
a work list inspection. The Architect, appropriate Design
Consultants (i.e. Gvil, Mechanical, Electrical, Landscape,
Security, etc.) the Using Agency, and the Contractor wll
participate. A work list will be generated for each category of
work (i.e. Architectural, Cvil, Mechanical, Electrical
Landscape, Security, etc.).

Each work list will list work not yet conpleted, work not yet
started, and itenms requiring repairs or adjustnment. \Wen the
nunber of itens remaining on the work list is insignificant and
none of the itens remmining woul d prevent use of the Facility for
its intended purpose or would inconveni ence the Using Agency by
bei ng acconplished after occupancy, the DGS Construction Division
wi || schedul e a substantial conpletion inspection. The entire
project will be inspected and all defects or deficiencies observed
in the construction or any deviations fromthe contract docunents
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will be noted on the punch list. If, in the opinion of the DGS
Construction Division, the project is ready for acceptance, a
substantial conpletion inspection report will be issued to the
Contractor establishing the date of acceptance and the start of
the warranty period. The substantial conpletion inspection report
will be signed by all the representatives.

The A/E's and Consultant’s participation in the substanti al

conpl etion inspection is at the discretion of the DGS Construction
Division. For projects accepted in phases the above acceptance
sequence (work list inspection, substantial conpletion inspection)
will be repeated for each phase.

7.2 RECORD DOCUMENTS
a. As-Built Draw ngs

(1) The Contractor shall subnmit the field nark-up record
set of drawings to the inspector. |f acceptable, the
drawings will be forwarded to the OFP Project Manager
who in turn will forward themto the AE. The A/E
shal | receive fromthe OFP Project Manager the record
set of drawings as required by the Contract Docunents
and revise and so note on the original Contract
Drawi ngs the As-Built conditions of the project.

(2) As-Built drawi ngs shall be marked up by the Contractor
inthe field on a regular basis to record all changes
in the work as they occur, and the exact |ocation of
al | exposed and conceal ed pi pe runs, valves, plugged
outlets, cleanouts, and other control points including
el ectrical conduits and ducts, in such manner as will
provide a conplete, accurate as-built record. The
| ocation of pipes or control points conceal ed
under ground, under concrete, in chases or above hung
ceilings shall be dinmensioned. As-Built draw ngs shal
be neatly marked with col ored pencil or ink, and shal
be delivered to the Architect, in a condition
satisfactory to him as a condition precedent to fina
paynment to the Contractor

(3) As-Built drawi ngs nust be corrected original draw ngs
submitted on linen or nylar drafting nmaterials.
Reproduci bl e nylar nmaterials are subject to approval
by the OFP. No paper-based tracings will be accepted.

(4) If original drawings are prepared by CADD, As-Built
drawi ngs must al so be generated on CADD. If CADD is
used as the draw ng medi um CADD- generated As-Built
drawi ngs shall be required fromall disciplines.

(5) Acceptance of As-Built draw ngs shall be conditional
upon OFP approval of materials, quality, conpleteness
and accuracy. The OFP reserves the right to verify
As-Built accuracy prior to final paynment.

(6) As-built drawi ngs on Capital Projects shall be turned
over to the OFP within two(2) nonths and on ot her
projects within one (1) nmonth after satisfactory
conpl etion of the project. Final paynment of the A/E s
Phase V fee shall not be nade until As-Built draw ngs
and one conplete set of contractor's field record set
are subnmitted to the OFP.

b. Guarantees, Warranties, etc.: It is the responsibility of
the A/AE to obtain fromthe Contractor the Guarantees, Roof
Bond, Equi pnent and Mai ntenance Manual s, Brochures, etc.,
and forward sane to the Using Agency with copy of
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transmittal letter to the OFP Project Manager.

C. Approved Shop Draw ngs: Throughout the Construction Phase,
the A/E shall assenble a conplete set of approved shop
drawi ngs for the Using Agency. At the tine of acceptance of
the project by the Using Agency, the AJE shall forward this
conpl ete set of approved shop draw ngs, including one copy
of the "As-Built" drawi ngs, referred to in paragraph (a)
above, directly to the Using Agency. The A/E shall obtain a
witten receipt signed by the Using Agency and forward it
with the request for final payment of Phase V services to
DGS. A copy of the receipt shall be provided to the OFP
Construction Division

8. PHASE VI - POST CONSTRUCTI ON PHASE ( CONTRACTOR S GUARANTEE PERI QD)

8.1

SITE VISITS: During the two year guarantee period, unless

ot herwi se authorized by the OFP Project Manager, the A/E and his
design team shall participate in warranty inspections at 6, 12 and
24 nonths after acceptance of the project. These visits will be

arranged by the OFP Construction Division and shall be in the
presence of the Using Agency representative and the COFP
Construction |Inspector

8.2 REPORTS: The OFP Construction Inspector will file the DGS
Warranty | nspection Report (see Attachnment #14) which will |ist
contractual guarantee itens, maintenance itens and design
conplaints. In the case of serious design or construction
deficiencies, a supplenmental witten report will be nade by the
A E indicating results of visits and will be subnitted to the OFP
Proj ect Manager.
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DIVISION I'l1 POLI CI ES AND PROCEDURES
1. FLOODPLAI N MANAGEMENT CRI TERI A FOR FLOOD- PRONE AREAS
1.1 REQUI REMENTS: Al l proposed project sites (including new
construction, major inprovenents, and site work projects) shall be
reviewed to ascertain that a one hundred (100) year fl oodplain
determ nati on has been nade and that the source and map used for
that determination are cited and attached to the program
1.2 STANDARDS: All activities proposed within tidal and nontida

fl oodpl ai ns, including construction of buildings, grading, or

utility work, shall be designed to neet or exceed the standard

set forth bel ow

a. Determ nation: The Maryl and Departnment of the Environnent,
Wat er Resources Administration (MDE-WRA) nmay provide
assistance with determning the tidal/nontidal nature of the
fl oodpl ai n. Proposed activities |ocated within nontida
fl oodplains are al so subject to the provisions of Natura
Resources Article, Section 8-803, Annotated Code of
Maryl and, and COMAR 08. 05.03.01 et seq.

b. Permits: For tidal and nontidal floodplains, permts shal
be obtained fromthe Maryl and Departnent of the Environnent,
and the Arnmy Corps of Engineers (if applicable).

1.3 BU LDING SITE: If a proposed building site is in a tida

or nontidal floodplain, all new construction, nmanufactured

bui | di ngs, and substantial inprovenents shall be:

a. Anchored: Designed (or nodified) and adequately anchored to
prevent flotation, collapse, or lateral novenent of the
structure resulting from hydrodynam ¢ and hydrostatic | oads,
i ncluding the effects of buoyancy;

b. Materials: Constructed with materials resistant to flood
damage;

cC. Met hods: Constructed by nmethods and practices that mninize
fl ood damage;

d. Servi ce Equi pnent: Constructed with electrical, heating,
ventilation, plunbing, and air conditioning equi pment and
other service facilities that are designed and/or |ocated so
as to prevent water fromentering or accunmulating wthin
t he conponents during conditions of flooding; and

e. Revi ew. Revi ewed by MDE-WRA for consistency with flood
damage reduction objectives.

1.4 BU LDING SITE: |If a proposed building siteis in a tida

or nontidal flood plain:

a. Sewage Systens: New and repl acenment sanitary sewage systens
are to be designed to minimze or elimnate infiltration of
flood waters into the systens and di scharges fromthe
systens into flood waters; and

b. Onsite Waste Disposal: Onsite waste disposal systens are to
be located to avoid inmpairnent to themor contam nation from
t hem during fl oodi ng.

1.5 NEW CONSTRUCTI ON: Al new construction and substantia
i mprovenents (exceedi ng 50% of market val ue of structure) of
non-residential structures within tidal or nontidal floodplains
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shall conply with the foll ow ng

a. Fl oor Elevation: The |owest floor (including basenent)
shal |l be elevated at |east one (1) foot above the 100-year
flood | evel; or

b. Water tightness: The structure shall be designed to be
watertight to at least two (2) feet above the 100-year flood
level. Walls shall be substantially inpernmeable to the

passage of water, and structural conponents shall have the
capability of resisting hydrostatic and hydrodynam c | oads
and effects of buoyancy.

1) A registered Professional Engineer or Architect shal
devel op and/or review structural design
speci fications, and plans for the construction, and
shall certify that the design and met hods of
construction are in accordance with accepted standards
of practice; and

2) A record of such certification which includes the
specific elevation to which such structures are
fl oodproofed shall be provided to MDE-WRA and
i ndi cated on desi gn draw ngs.

C. Fully Enclosed Areas: Areas below the |owest floor that are
subject to flooding shall be designed to autonatically
equal i ze hydrostatic flood forces on exterior walls by
allowing for the entry and exit of fl oodwaters.

1) Al'l such designs shall be certified by a registered
Pr of essi onal Engi neer or Architect; or

2) The structure shall be provided with a m ni num of two
openi ngs having a total net area of not |ess than one
square inch for every square foot of enclosed area
subject to flooding. The bottom of all openings shal
be no higher than one (1) foot above grade. Openings
may be equi pped with screens, |ouvers, valves, or
ot her coverings or devices provided that they permit
the automatic entry and exit of floodwaters.

1.7 ZONES VI-30, VE, V: Al new construction wthin Zones VI-30
VE, and V as delineated on the Flood | nsurance Rate Map prepared
by the Federal Energency Managenment Agency (FEMA): shall conply
with the follow ng:

a. Location: Structures shall be |ocated | andward of the reach
of nean high tide;

b. El evation: The bottom of the | owest structural nenber
of the lowest floor shall be two (2) feet above the 100-year
flood |evel;

cC. Foundation: Pile or colum foundation and structure
attached thereto shall be anchored to resist flotation
col | apse and | ateral novenent due to the effects of w nd and
wat er | oads acting simultaneously;

d. Support: Fill shall not be used for structural support of
bui | di ngs; and

e. Open Space: The space below the | owest floor shall be
either free of obstruction or constructed with
non- supporting breakaway walls, open wood |attice-work, or
i nsect screening intended to collapse under wi nd and water
| oads without causing collapse, displacenent, or other
structural damage to the el evated portion of the building
or the supporting foundation system
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2. STANDARDS OF ETHI CAL CONDUCT

2.1 CODE: Article Il1l of the Code of Ethics for Executive Branch
Oficers and enpl oyees as promul gated by Executive Order of the
CGovernor dated Septenmber 4, 1969 states in part that "It shal
be considered unethical for any State officer or enployee...to
engage in outside enploynment which may frequently result in
conflicts between the private interests of the officer or
enpl oyee and his official State duties and responsibilities or
which inpairs or could reasonably be expected to inpair his
i ndependent judgnent in the exercise of his official duties..
Failure to conformto the standards of ethical conduct so
prescribed may lead to renoval fromoffice, termnation of
enpl oynent, or other action as the particular case may require."

2.2 CONFLI CT: A/ E s providing professional services to the State
shoul d carefully note the foregoing standards and avoi d any
action in conflict therewith. Failure to conply with these
standards may lead to ternmination and | oss of contract for
pr of essi onal servi ces.

3. CONSTRUCTI ON I N ALLEGANY AND GARRETT COUNTI ES

3.1 REQUI REMENTS: A/E' s preparing Contract Documents for construction
in Allegany or Garrett County shall include the following in the
pl ans or specifications: "The bidder's attention is directed
to the requirenment by law which requires all Contractors to notify
the Bureau of M nes when coal is encountered on any construction
project. This notice shall be sent to the follow ng: Mryland
Department of the Environment, Water Management Admi nistration
Bureau of M nes, 160 South Water Street, Frostburg, MD 21532.

4. VOLUMETRI C BATCHI NG AND CONTI NUOUS M XI NG OF CONCRETE

4.1 OPTIONS: Contractors shall have the option of furnishing drum
transit mixed concrete according to ASTM C-94, or volunetric
bat ched concrete according to ASTM C-685. It is therefore
directed that unless an A/E has a valid objection thereto. al
future concrete specifications for State (DGS) projects shal
i nclude the provision that a Contractor may supply either transit
m xed concrete conformng to ASTM C- 94, or upon approval of the
A E, volunetrically batched concrete conformng to ASTM C-685. The
A/ E shall include such special provisions as nmay be necessary with
the latter specification.

5. STANDARDS FOR NEW ROCFI NG CONSTRUCTI ON, REROOFI NG CONSTRUCTI ON AND
ROCFI NG SYSTEM GUARANTEE REQUI REMENTS

5.1 GENERAL:

a. For all new building projects, the selection of either a
steep slope or |ow slope roofing systemshall be based on
the results of a 60 year life cycle cost analysis. This
anal ysis shall consider the scope inpact on buil ding
structural, nechanical and electrical systens required to
configure the building for both a steep slope and a | ow
sl ope roofing system as well as the mai ntenance and
repl acement intervals and costs for both roofing systens.

b. For roof replacenent projects, the selection of the
repl acement roofing systemshall be based on an eval uation
of costs associated wth factors affecting the proposed
system including span di nmension, structural condition,
foundati on design/capacity, and di sposition or accommbdation
of roof top equipment.

C. Al'l roofs on new construction shall be pitched to drains or
gutters, with the roof slope achieved structurally.
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d. Ref erences to national standards documents such as the
Ameri can Society for Testing Materials (ASTM, Anerican
Nat i onal Standards Institute (ANSI), Factory Miutual System
(FM, Underwriters' Laboratories (UL), Building Oficials
and Code Adm nistrators (BOCA), Anerican Institute of Stee
Construction Manual (Al SC), Sheet Metal and Air Conditioning
Contractors National Association, Inc. (SMACNA), Nationa
Roofing Contractors Association (NRCA), National Institute
of Standards and Technol ogy (NI ST), Asphalt Roofing
Manuf acturers’ Association (ARMA), etc., shall be
interpreted to refer to the nost current edition or revision
in effect at the tine a design is in progress as this takes
precedence.

e. Al'l materials used for roofing systenms shall be asbestos
free.
f. A site visit to verify existing conditions will be nade for

all roof replacenent and roof repair projects to verify

exi sting conditions and di nensi ons even when as-built

drawi ngs are provided. \Were conposition, thickness or make
up of the existing roof systemor any of its conponents
cannot be determ ned by visual means al one, conduct

expl oratory investigation to include dismantling or opening
up a representative portion of the roof system Patch and
nmake watertight all areas disturbed during investigation.

5.2 STEEP SLOPE ROOFS: Steep roofs with a mninum sl ope of 2-1/2
i nches per foot, may be finished with a standing seam netal or
sheet netal systemor a fiberglass shingle systemsurfaced with
ceram ¢ coated mneral aggregate. Al steep slope roofs nust have
a full width (36") of nodified bitunen ice dam protection nmenbrane
installed at all eaves and vall eys.

a. St andi ng Seam Metal Roofing Systens shall be fabricated
nmet al panel systens from nom nal 22 gauge G 90 gal vani zed
steel conform ng to ASTM A446 Grade A and ASTM A525.

Al ternative panel thickness of 24 gauge or 20 gauge may be
consi dered based on an eval uation of roof fram ng and purlin
spacing. All standing seans shall be doubl e | ocked.

The system shall conformto the requirenments of ANSI
Publication A 58.1, BOCA, and the American Institute of

Steel Construction Manual. The panels shall have a UL d ass
120 rating and the structural uniformuplift |oad capacity
shall be in accordance with ASTM E330. The finish shall be
equal to at least 70% Kynar and shall be tested in
accordance with ASTM procedures. The system shall have a 20
year manufacturer's weat herproof warranty. The Kynar col or
finish shall also be covered by a 20 year manufacturer's
warranty.

b. Asphalt Shingles shall be reinforced with fiberglass w nd
resistant type, UL Cass A and conmply with ASTM D3462 and
| CBO ES AC 127. Shingle manufacturer shall provide a 40 (+)
year warranty covering repair or replacenment of defective
shingl es as necessary to elimnate | eaks. Were “Nail base”
insulation is used ventilation must be provided. Metal drip
edges must be installed on all eave and rake edges.

cC. Speci al Roofs: Under special conditions relating to
aesthetic conpatibility with surroundi ng buil dings or
hi storical consideration, the use of clay tiles, slate
tiles, or cedar shakes may be deenmed appropriate. In these
cases specifications and details shall be devel oped in
strict accordance with applicable national standards. The
roofing tile or slate manufacturer/quarrier shall provide
mat eri al defects warranty coverage of 20 years minimumto 50
years or nore based on the specific roof material and
facility under consideration
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d. St eep sl ope roofs shall be provided with adequate neans for
interior ventilation through eave or soffit |ouvers, ridge
vents and thernostatically controlled power fans to prevent
noi sture condensation and excessive heat under roofing or
sheat hi ng.

5.3 LOW SLOPE ROOFS: Low slope roofs shall be required to have a
m ni num sl ope of 1/4 inch per foot. New buildings shall be
desi gned to achi eve the mni mum sl ope of 1/4 inch per foot
structurally. Existing buildings my have to be provided with
tapered insulation to achieve the mnimum sl ope. Lightwei ght
concrete shall not be used to create slope. Prior to placenment of
insulation and the roofing system all |ow slope roof decks shal
have:

* Steel Deck - 1" perlite insulation nechanically fastened
and 2 plies of fiberglass felts.

* Concrete Deck - Asphaltic primer and 2 plies of fiberglass
felts.

* Nail abl e Decks (other than wood; Lightweight Concrete,
Gypsum and Tectun) - Rosin-sized sheat hing
paper, 75 I'b. ventil ated base sheet,

mechani cal fasteners dictated by deck type
and 2 plies of fiberglass felts.

* Whod Decks - Mechanically fasten 1" thick perlite
insulation to deck and install 2 plies of
fiberglass felts with hot asphalt
Note - If wood deck is less than 3/4" thick
nail base sheet to deck and install 2 plies

of fiberglass felt over base sheet.

On |l ow sl ope roofs from1/4 inch per foot up to 2 Y inches per
foot (all felt plies are to be back-nailed on slopes greater than
2" per foot), the followi ng roofing systemw |l be used:

Four Ply Built-up System This system shall consist of four
plies of roofing felts alternately placed and overl apped and
saturated with hot asphalt bitunmen. Gravel surfacing to be
set in hot asphalt. Roofing felts shall be glass fiber and
shal |l neet the requirenents of Tables 1 and 2 ASTM D- 2178
Type VI (Asphalt Inpregnated). Steep roofing asphalt shal
conformto ASTM D- 312, Type II1.

Warranty - The roofing systemshall be covered by a 20 year

Total System No Dollar Linmit Warranty. Al

mat eri al s nust be manufactured by the

manuf acturer who is to supply the warranty. Any

materials that are not nmade by the Roofing

Mat eri al s Manufacturer but submtted for approva

must be acconpanied by a letter fromthe Roofing

Mat eri al s Manufacturer issuing the 20 year NDL

warranty, stating that this material is suitable

for use with their systemand fully covered under

their 20 year NDL warranty.

5.4 | NSULATI ON

a. Al 1 ow slope roofing systens shall include insulation. The
majority of insulating value shall be acconplished with the
necessary thickness of flat polyisocyanurate boards. Were
necessary, roof slope shall be devel oped with tapered
perlite board. Oganic insulation material shall not be
used under built-up roofs. Light weight concrete insulating
fill is not acceptable. |In all cases a m nimum?¥ cover
board nust be installed over the Isocyanurate insulation.
Perlite and wood fiber are acceptable cover board naterials.

b. Heat Transm ssion: Insulation heat transm ssion val ues
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shal |l be established in accordance with the | atest revision
of the DGS Energy Conservation Cuidelines. For new
bui | di ngs the suggested insulation value of the roof area
envelope is R-30. For roof replacenents/renovations on

ol der buildings, a lower "R' value will be considered

cC. Structural: The first ply of insulation systens over netal
decks and wood decks shall be nechanically fastened using
steel fasteners acceptable to the manufacturer furnishing
guarantee of roofing system Insulation shall also be
installed in accordance with Factory Miutual System Cl ass 120
wi nd uplift guidelines.

d. Conpatibility: Insulation material installed between the
roof deck and the roof ply shall be conpatible with the roof
ply material and asphalt bitumen binder or other adhesive
used in the roofing system

e. Warranty: Insulation materials shall be considered an
i ntegral conponent of the roofing system and shall be
furni shed or approved by the roofing system manufact urer
and shall be covered by the roofing systemwarranty.

f. Insul ation shall be applied in several layers, with the
joints staggered, in accordance with the manufacturer's
recomendat i on.

5.5 FLASHI NG

a. Base Flashing is part of the roofing systemand shall neet
requi rements of manufacturer furnishing roofing system
Were roof neets a parapet or adjacent building wall, the

base flashing shall extend up the wall at |east 8 inches,

but generally not nore than 14 inches unl ess necessary to be
consistent with existing conditions or design requirenents.

I f flashing height is greater than 14 inches, than a 2 piece
flashing system may be required.

b. Q her Flashing: Oher than base flashing - netal flashing
i ncl udi ng expansion joint flashing shall be in accordance
wi th SMACNA St andards and the NRCA Roofing and Wt er proofi ng
Manual .  Pitch pockets are to be avoi ded, where that is not
possible they are to be filled with a pourabl e urethane
seal er. Roof penetrations will be flashed with preforned
flexible flashing, using clanps and tents unless the
penetration is such a conplex shape that a pitch pocket is
required. Al parapet walls nust be covered with a nmeta
coping cap over a “peel and stick” type nodified bitumen
menbrane and any necessary wood bl ocki ng/ nail ers.

5.6 ROOF DRAINS shall be provided with shall ow sunps, gravel stops,
and m nimum 4.0 pound | ead flashing in accordance with the NRCA
Roofi ng and Waterproofing Manual. Drains will be |ocated wherever
possible at the | ow points, and crickets nust be provided between
drains in structurally formed vall eys and around any structure
i npeding the flow of water in the drain field to assure positive
water flow to the drains. Roof drainage patterns should be
designed to |l ocate roof drains at the m d-points between col ums
and beans. Overflow scuppers should be provided through perineter
parapet walls to relieve stormwater build-up caused by cl ogged
roof drains. Where roof drainage is directed to exterior
downspouts, splash bl ocks shall be provided at all ground
di scharge points. Were possible, downspouts nmay di scharge
directly into a stormdrai nage system
Add overfl ow scuppers or relief drains as necessary (per Nationa
Pl unmbi ng Code) .

5.7. ROOF ACCESS: Permanent access to all roof areas fromthe inside
of the building shall be provided (with a “ship” type |adder) for
all buildings over two stories high with | ow sl ope roofs. Roof
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access for one and two story buildings with | ow sl ope roofs and

for buildings with steep slope roofs will be eval uated based on

bui I di ng and roof configuration and roof type. Exterior access

nmust be provided for all nulti-level roofs fromthe second story
up.

5.8 ROOF MOUNTED EQUI PMENT shall be mninzed; penthouse encl osures of
equi pnrent are preferred

a. Roof nounted equi prent shall be installed on curbs and shal
be provided with suitable vibration isolation devices.

b. If it is necessary to nount equi prent above the roof,
wi t hout using a curb, sufficient clearance shall be provided
under the equipnment to pernmt naintenance of the roofing
system as wel|l as adequate clearance for future roof
repl acement. Equi prent screens nust be provided to concea
all roof top equipnent.

C. I norgani ¢ wal ki ng pads shall be provided fromroof access to
roof nmounted equi pnent. Modified bitumen nmenbrane is
accept abl e.

5.9 CONTRACTOR' S GUARANTEE: The contractor must have at |east 5 years
experience installing the type of roofing they are bidding on. The
contractor nust be an “NDL” certified roofing systeminstaller for at
| east 5 years and supply the State a current letter froma roofing
materials manufacturer stating this. The contractor nust also supply
the State with a 5 year workmanshi p guar ant ee.

6. FOREST CONSERVATI ON PROCEDURES

6.1 REQUI REMENTS: | n accordance with Natural Resources Article,
Title 5, Forest and Parks, subtitle 16, Forest Conservation, all
construction activities involving but not limted to clearing,
gradi ng, erosion and sediment control on areas greater than 40,000
square feet by a unit of State governnent or any person using
State funding for a construction project, shall require a "Forest
Stand Delineation” and a "Forest Conservation Plan" for subm ssion
to and approval by the Departnent of Natural Resources, Resource
Conservation Service, Forestry Division

6.2 SITE: Subsequent to preparation of a "Forest Stand Delineation”,
in accordance with DNR Article, Title 5 and as an integral part of
the site planning process, a "Forest Conservation Plan" shall be
prepared and subnitted which outlines the proposed forest
retention, reforestation, afforestation and/or forest protection
procedures associated with the proposed | and use change.

6.3 CONSERVATI ON FUND: If site and devel opnent constraints preclude
t he af orenenti oned "Forest Conservation Procedures”, then a
nonetary contribution to the Conservation Fund shall be made at
the rate of 10 cents ($0.10) per square foot of the area requiring
pl anting as determined by the "Forest Stand Delineation" and the
"Forest Conservation Plan".

7. EARTHQUAKE CONSTRUCTI ON

7.1 REQUI REMENTS: Facilities should be designed for earthquake
| oads per applicable provisions of BOCA or the Building Seismc
Safety Council (BSSC) whichever is nore stringent. O particular
concern should be "provisions of adequate ductility to structura
components, especially connections, consistent with the design
| evel s assuned; and adequate anchorage of nonstructural conponents
such as parapets.™

8. CHESAPEAKE BAY POLI CY

8.1 REQUI REMENTS: A/E's are required to incorporate the Chesapeake
Critical Area and Wetl ands Regul ati ons adm nistered by the
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Chesapeake Bay Critical Areas Comm ssion, Dept. of Natura
Resources, into the design of construction projects.

8.2 CRI TI CAL AREAS COW SSI ON ( CAC) APPROVAL:  For projects which have
recei ved general approval fromthe CAC, the AE w Il be
responsi bl e for submtting Schematics, 50% and 95% construction
docunments to the CAC. In all instances, one copy of the
transmittal |etter acknow edgi ng receipt by the CAC shall be
submtted to the DGS Project Manager. The A/E shall provide to
DGS, two copies of the CAC s letter which indicates their approva
of each phase of the proposed design

8.3 FORVAL PRESENTATION: The A/E nay be required to rmake formal
presentations to the CAC

9. STATE FI ELD OFFI CE

For Capital inprovenent projects, the AJE shall incorporate the
appropriate requirenents into the appropriate Division 1 section of the
contract specifications.

9.1 The contractor shall furnish and naintain, at his cost and for the
State’s exclusive use, the foll ow ng:

a. State Field Ofice: Provide one (1)prefabricated and
conpletely finished tenmporary office trailer unit with
| ockabl e entrances and operable windows. Only the State
shal | have keys to this trailer. At such tinme as deened
necessary by the DGS I nspector, the State field office may
be noved inside of the substantially conplete building.
However, all space requirenents, specified equipnent and
services nust remain intact.

b. Space requirenents:
1. Provide a mni num of 500 square feet gross floor area
2. Provide running water, toilet roomwth flush water

closet, lavatory and approved water drai nage system
nmedi ci ne cabi net, paper towels and toilet paper
(i ncluding dispensers).

cC. Installation Schedule: Provide a conplete Owmer’s Field
Ofice facility in a location on the site as coordi nated
with the owner. The office shall be set up and made ready
for use pronptly upon issuance of a Notice to Proceed and at
| east seven (7) days prior to beginning any work on the
contract.

d. The Contractor shall provide weekly janitorial service to
keep quarters of the State representatives cl ean and neat at
all times and adequately stocked with supplies.

e. Equi pment :

1. El ectric Water Cooler and Water: Provide continuous
service for the duration of the construction project.
5 gallon bottled water such as “Geat Bear” or
approved equal

2. Heating: Size to provide a mnimm 70 degrees F.
i nsi de tenperature under the ASHRAE wi nter outside
design conditions applicable to the construction site
| ocation. Provide distribution system sufficient for
uni form heating and confort.

3. Ventilation: Mechanical type sufficient for confort
during the change between heating and cooli ng seasons.
4. Air-conditioning: Systemsufficient to provide a
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m ni nrum of 80 degrees F. inside tenperature under
ASHRAE sunmer outside conditions applicable to the
construction site |ocation.

5. Equi prment Options: Provide the equival ent heating,
ventilation, and air-conditioning in a single
conmbi nati on unit or in other conbinations.

6. El ectrical: Conplete wiring systemincluding service
entrance per NFPA No. 70. Provide one (1)duplex
conveni ence outlet for each 150 square feet of fl oor
space with four (4)four duplex convenience outlets at
a mnimum Provide additional outlets and circuits
for water cooler and air conditioning and heating
units as required. Provide a m ninmum of one (1)snoke
detector. Provide fluorescent lighting suitable for
the tasks, based on 3 watts per square foot uniform
distribution. (Lighting Requirenment - 40 fc
illumnation at work surfaces).

7. Tel ephone: Provide and naintain a separate tel ephone
service with one (1)tel ephone nunber for the duration
of the contract. Service shall not be shared with the
contractor. The contractor shall pay for al
t el ephone services, including |ong distance business
calls. Separate nessage answering services shall also
be provided through either computer software,

t el ephone service provider or tape recorder.

8. Facsim | e Machine: Provide and maintain a plain paper
fax machine with all necessary supplies including
paper and replacenment tone cartridges as needed. The
fax machine is to have a separate dedicated tel ephone
line with one (1) tel ephone nunber for the duration of
the contract.

9. Copi er: Provide and nmai ntain a photocopi er (and paper)
with the follow ng standards

a) M ni mum copy speed of 12 letter-size 8 1/2" x
11" copies per mnute.

b) Capabl e of reliably producing at |east 3,000
copi es per nonth.

c) Stationary platen or noving platen
d) Copi er shall use plain recycled bond paper
e) Copy sizes 5 1/2" x 8 1/2 to 8 1/2" x 14".

f) Maxi mum ori gi nal paper size 8 1/2" x 14".

0) Copi er shall have a mininumtotal paper capacity
of 250 sheets.

h) Copi es shall have copy count neter

i) Copi er shall have copy contrast control

i) Copi er shall have copy unit selection of 1-99

k) Copi er of tabletop design shall be furnished
with the offeror’s standard commerci al cabi net
base i ncl uded

) Copi er shall have a sel f-diagnostics system
whi ch indicates a mninmm the foll ow ng
condi tions:

Procedure Manual for Professional Services Page I11-9
July 1998



(D) needs toner
(2) needs paper
(3) paper m sfeed or jam

m Aut omati ¢ 2-sided copying (Dupl exing).
10. First Aid Supplies: Conply with governing regul ati ons
11. Conput ers

a) Per sonal Conput er Hardware Specifications
(M ni mum Requi rements) :

Har dwar e Specifications (M ni mum Requirenents):
200MHz MMX Intel Pentium Processor; 32MB EDO RAM
(128MB Max); 512KB Pi pelined Burst Cache; 3.5GB
Hard Drive; 3.5" 1.44MB & 24X CD-ROM drives; 17"
SVGA Col or Monitor supports 1024x768 pixels, 256
colors, no less than 72 Hz refresh rate

noni nterl aced di splay node, no nore than 0.26nm
dot pitch; 64-Bit 3-D Graphics Acceleration with
2MB EDO Video Menory; 1.6GB Tape Backup with

wi ndows software; 33.6 kbps Dat a/ Fax/ Voi ce Mail
Modemy Enhance 101 key | BM AT conpati bl e
keyboard with interface cable; serial npbuse with
point and click interface and driver; nouse pad;
M ni - Tower Case; Laser Jet Printer with 600 x
600 dpi, 2 MB RAM 250 sheet, 6ppm and printer
cabl e.

b) Not ebook Comnput er Hardware Specifications
(M ni mum Requi renments) :

150M#z MWX Intel Pentium Processor; 24MB EDO
RAM 12.1"SVGA TFT Active Matrix Display; 2MB
EDO Vi deo RAM wi th graphics accel erator; 1GB HD;
3 1/2" 1.44MB & 10X CD- ROM | nternal FDD;
Touchpad Pointing Device; 9-pin serial port; 25-
pin parallel; 15-pin external SVGA (supports
1024x768, 256 colors); PCMCIA Slots-one Type |11
or two type Il; 33.6 built in nmodem 3 hour
battery life; Extra Battery Pack; External
Battery Charger; AC Adaptor; Car Battery
Adaptor; Carrying case; Portable Ink Jet Printer
with 600 x 300 dpi black printing, 3ppm bl ack
printing, built in battery, carrying case, and
printer cable.

c) Addi tional Requirenents for Personal and
Not ebook Conput ers:

(1) Software Specifications (M ninmm

Requi renments): Provide Mcrosoft DCS 6. 22;

M crosoft Wndows 3.11; WrdPerfect 6.1 for

W ndows; M crosoft Excel 5.0; Mcrosoft Project
4.0 for Wndows. All software should be

install ed, tested, and include the User’s

Cui des, Reference Books, and installed diskettes
or CD s.

(2) Delivery: The personal conputer wll be
setup in the job site trailer. The notebook
computer will be given to the project

i nspecti on.

(3) Training: Provide inspector with 8 hours of
training in M5 Wndows, WrdPerfect 6.1, and M5
Excel 5.0. Type of training to be determ ned by
assi gned construction inspector. Training can
be on site or at a training center.
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(4) Maintenance: The contractor shall be
required to maintain, repair, or replace the
equi pnent if necessary and to provide on-site
mai nt enance service contact for the hardware
with an ei ght hour response tine. The

mai nt enance contract will be in effect though
the duration of the project.

(5) Duration: The conputer will be used by the
project inspector fromthe start of the project
through its conpletion.

(6) Supplies: Initial printing cartridges,
printer paper, two backup tapes will be included
and will be provided through the duration of the

Fur ni shi ngs:

1

pr oj ect.
Furniture: Provide the followi ng new or “like new
recondi tioned itens:
No. Required [tem

1 30 x 60 desk, flat top

doubl e pedestal and two
suitable chairs

12 Fol ding chairs

2 Filing cases, netal 4
drawer | egal size, 27-
i nches deep, baked-on
enanmel finish. File
cabi nets shall have
keyed | ocks. Provide
keys to inspector

1 Fireproof file cabinet,
netal 4 drawer |egal
size 27 inches deep
heavy duty keyed | ock
baked-on enanel fi nish.
Cabi net shoul d be
securely nmounted to the
floor. Provide keys to
i nspect or.

Provi de Tables: Provide a table suitable for 12
peopl e.

Sanpl e Shel ves: Provide ceiling high units 30 inches
deep by 4 feet wide. Conpartnentalize horizontally

with vertical intermedi ate supports not over 3 feet

apart. Cose ends and backs wth plywod sheet.

Pl an Racks: Provide 1 unit with at |east 10 sets of
pl an bi nders.

Shades: Provide standard fabric roller shades or neta
slat Venetian blinds at all w ndows.

Fire Extinguisher: Provide ABC fire extinguisher, the
nunber and extingui sher rating and | ocation of which
shal |l be in accordance with NFPA No. 10.

Mai nt enance: The contractor will be responsible for the

mai nt enance and/or repair of all itens listed in this
section for the duration of the contract. |If an item cannot
satisfactorily repaired it shall be replaced by the

for
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contractor within two(2)working days.

h. Security: Provide adequate security neasures for the DGS
Construction Ofice at all tinmes. The contractor is to
provi de two(2)days replacenent of any equi prent supplies if
stolen fromthe DGS resident inspector’s temporary field
of fice.

10. ELEVATOR DESI GN
Access to el evator nachine roons shall be by neans of a conventiona

stairway. DGS will not approve the use of alternating tread or
“Lapeyre” stairways.
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